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-tALIF NIA STATE COLLEGE, STANISLAUS

To the ra-culty:

800 Monte Vista Avenut, Turlofk, California 95380

Telephone 209 634-9101

,

This handbook presents a picture of the organization, administration,
and policy of California State College, Stanislaus, at this particular
point in'time: There have been some modifications,frsm last year, and

do feel jahat there'will probably be some changes in several areas in
the future. As they occur, changes will be forwarded to you for
insertion in you handbook.

4s number of issues. are currently under review and discussion.. The Rules
and Nominations Committee has been working on the revision of the
constitution. Personnel evaluation procedures are 'alfo under considera-
tion. These and other issues, of course, will require much deliberation
and consultation. At this - writing, please .keep in mind-1--that changes.

will take place and updates will be pi ovideeto you.

We welcome any ideas regarding the materals.and organization of this
book that could be incorporated for greater clarity; ,it should be
regarded as a guide'that will be continually developing and changing.
To this end, I look forward to your suggestions.

7
Walter Olson; President

R/5/75
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THE CALIFORNIA STATE UNIVERSITY AND COLLEGES

AND CALIFORNIA STATE COLLEGE, STANISLAUS

4
SECTION I

Nineteen institutions of higher eduCatiocomprise the organization known as the California State
University and Colleges. This state*ide network of Universities and Colleges had its beginhing over
.adcentury ago when the Weekly Normal School,'establiShed in 1857 by the San Francisco Board of.Educa -.,
tion, became the first State Normal School in 1862. The State Normal School' perated in San Francisco
until 1871 when it moved to San Jose, becoming the San Jose State Normal School. Other normalsthoola
were later established in Chico (1887), San Diego (1897), San Francisco (1899), Fresno (1911), and
Humboldt (1913).

In 1923,'the Legislature changed the'"normal schools". to "teachers colleges," authorizing the granting
of baccalaureate degrees. In 1935, the Legislature changed, the "teachers colleges" tp "state colleges"
and authorized coufses for studentsrin fields other than teacher education. The California Polytech-
nic School.joined the ranks of the state colleges in 1945, when it became the California State Poly-
technic College with campuses at San Luis Obispo and Pomona (Kellogg-Voorhis).

The Legislature further broadened the functions of the state colleges in 1947 when,'in addition to
the education of teachers, they Were authorized to offer courses appropriate for a general or liberal
education for responsible citizenship; occupational training in such fields as business, industry,
public services, homemaking and social service; and pteprofessienal courses needed for advanced pro-,
fessional study. That same year (1947) the Legislature established the Los Angeles State College and
fhe Sacramento State College. In 1948 the.state colleges wore authorized to graa the Master's degree.
Subsequently, the Legislature established the Long Beach State College (1.949), California State College
at Hayward (1957); California State College at Fullerton (1957), San Fernando Valley State College
(1958), Stanislaus State Col'ege (1959), Sohoma State College (1960), California State College. at
Dominguef Hills (1960), California Sate College at San Bernardino (1960), California Statellclege,
a akersfield (1965), and by separation from San Luis Obispo campus, California State Polytechnic Col-
lege, Kellogg-Voorhig (1966).

.

. .
.

Until 1959, the state colleges were administered -by the State Department of Education under the
direction of the.State Board of Education. Pursuant to Assembly Concurrent Resolution No. fp adopted
in.khe 19S9 session of the,Legislature, the State Board of Education and the Regents.of the University
of California agreed upon "A Master Plan for Higher Education in California." The plan adopted by the
1960 budget session of the Legislature and made effective July 1, 1961, formed the "California State
Colleges." In June of 1972 the name was changed to the California Stan University and College5 with
the name of Stanislaus State College changed to California State College, Stanislaus.

The California State University and Colleges are a.unique.developMent of he democratic concept of
tuidlon-frec public higher education for all qualified students. SpanninY the state from Humboldt
County in the nalEth to San Diego in the south, the .19 campuses of the Ca ifornia State'Univorsity and
Colleges represeTethe largest system of public education 1 the Western Hemisphere and one of the
largest ,in the world. ,

The individual colleges, each with a geographic, curricular', and academic character of its own, offer
a solid basic program in the liberal arts. Beyond this each college is noted for its individuality
in academic emphasis which makes for a diversified system. Coufse offerings leading to the Bachelor's
and Master's degree are designed to satisfy existing student interests, to serve the technical and
professional manpower recAirements of the state.

'IF,-

The California State University and Colleges are dedicated to rigorous academic standards. Constant
striving for academic excellence is at the heart of the system. Each faculty within the system Is
a "teaching faculty", whose primary responsibility is the instructional process on the teacher-student
level with appropriate recognition of the necessary and constructive role of research in any insti-
tution of higher education.

4
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GOVERNANCE OF THE COLLEGE
.8 ,

The .'estsAolidary Education Commission. In May.tf 1973, the legislature established the Postsecondary
Education Commissien to replace the Coordinating Council of Higher Education. The Commission ieftcomposed.

of 0 public members (six appointed"by the Governor, three.by the Speak& of the AssemblY., end three
appointed by the Senate Rbles Committee for six year terms) and seven institutional representatives from
the various,in;Stitutions concerned with postsecondary educapon. Duties of.the commikion include pin-
aration of a five-year state plan and annual review of this plan for postsecondary education; servo as
the primary source of inforMation on postsecondary education for the legislature and executive brcInch;
review proposals for nett/ programs; make recommendations to the legislature On funding of new and existing
programs; coordinate and evaluate all aspects of post-secondary educations and develop and 'periodically
review guidelines for adult and continuing higher edwcation.

The Mord of Trustees: The Legislature, further implemented the Master Plan by resting the governance of
the California State University and Colleges in a body corporate, known as,"The Trustees of the Califor-
nia State University and Colleges". This board is composed of four ex- officio memberS, the. Governor, the
Lieutenant Governor, Speaker of the Assembly, the Superintendent of Public Instruction,,,and the Chief

'ExecutiwoOfficer of the California State University and Colleges appointed by the. Trustees, and 16'
persons appointed by the Governor with consent of. the Senate. The Speaker of the Assembly meets with the
board and participates in its work.

The Chancellor. The chief executive officer of the California. State University'"and Colleges is the
Chancellor appointed by the Board of Trustees. The Chancellor is directly responsible to the Trustbes

for the, administration of the colleges. He is assisted in his duties by the Executive Vice Chancellor,'
the Vice Chancellor for Academic Affairs, the Vice Chancellor for Business Affairs, the Vice Chancellor
for Faculty and Staff affairs, and the Vice Chancellor for Legal Affairs.

The Chjncellor's Counci
Council of the Californ

. Chancellor. The Counci
of Trustees through the
decisions affecting the
application of polidy.

1 of the California State University and Colleges Presidents. The Chancellor
is State'University and Colleges Presidents acts. as an advisory group to the
1 evaluates promised programs and policies prior to their submission to the
Chancellor, The Council is also involved in the implementation of all poli
polleges and thus in the formulation of workable programs and means for jitbe
The Council nwally meets once a month. (CCSCP 63-12).

's

r
The Academia Senate of the California State Univesity and Colleges. The Academic Sendte of,the Calif-
ornia State University and Colleges serves as the official voice of the faculties of the California State

i University and Colleges in matters of system -wide concern; considers matters concerning system -wide poli-
cies and makes recommendations thereon; and assumes slith responsibilities and performs such functions ,as
may be delegated to it by the Chancellor or the Trustees of the California'State University and Colleges.
Allorecommendations of the Academic Senate of the California State University and Colleges are addressed
to OP through the Chancellor. The Constitution of the Senate (Appendix B) was ratified by the faculties
of the. Cilifornia\State University and Colleges on February 1, 1963, and approved by the Board of Trus-
tees of Iiie AcadbMic Senate of the California State University and Colleges.

A

11.1ATION'SHIPB AND LINES OP COMMUNICATION, THE STATE UNIVERSITY OR COLLEGE PRESIDENT
-

ft
. /

EachPresident is directly responsible to the Chancellor for the administration of his institution.
Communication between the Chancellor -Tid the Presidents, ,individually, is directed in both directions.
The Chancellor communicates with each President concerning policies which govern the operation of his
institution's program and matters which are applicable to, the California State University and Colleges.
The Chancellor will normally observe the 9stablished direct channel to the institution, but may deviate
when the occasion demjnds it or when other procedures have been established in accordance with approved
tpolicy.

v

Each President communicates with the Chancellor concerning (a) the operation of his institution, inclu-
ding the progress and review of established programg and ddVelopment of new programg; (h) problems which
require resolution above the institutional level; and (c) educational development and ideas which are
pertinent to the responsibilities of the Chancellor or the Trusts. The Chancellor's Office is not an
operational center Wan appellate office for campus matters, ex ept.where such is provided for in
approved policy aid procedures.

The Chancellor communicates directly with the Trustees. Communication by others with tbeTrustees may
be obtained through the channel of the institution's President's office.

The Chancellor transmits Trustees' policy definition's to the Presidetts thiough the Chancellor's Council
of State University and Colleges Presidents. He directs the functioning of the University and ColJreges

Iprough general and_spetific instructions to the Council.

6 r\
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HISTORY AVDOBJECtIVES.OF THE COLLEGE
. .

History. The College opened its dbors for the first time on September 1,9, 1960, in temporary faciAities
at the Stanisraus County Fairgroundsin Turlock. The College, which in its first years
ment to juniors and seniors, admitted its first freshman class in the fall of 1965.

.

When the college opened its doors in 1960, the name was atanislaus State College.., In the spring cif 1972,
the ngme,was changedby action of the legislature and Board of Trustees to California'State College,
Stanislaps.

The College moved to its permanent campus in June, 1965. Air conditioned facilities, including a
.Libtary Building, Classroom Building, Science Building, Fieldhousp and Performing Arts Cepter provide
well equipped'Space for the sciences, arts, and music, in addition to lecture and seminar rooms in other
disciplines. The master,plan for the campus has been designed for an enrollment of 12,000 students, '

Objectives. California State College, Stanislaus trives its educational objectives fTom the statement
of the Donahoe Higher Education Act of 1960 defining the primary function or the Califbrnia State Uni-
.versityand Colleges as "...the provision of instrusion for undergraduate and graduate/ students through
the Master's degree; in the liberal arts and sciences, in applied fields and in the p fessions, inclu-
ding the teaching profession."

The-major academic objectives of the C011egerare:

1. To offer a liberal arts program of outstanding academic merit.

2. To provide professional training of-high quality in appropriate areas.

a



OROANIZATION.OF THE COLLEGE

.SECTION II
.

..

- . , ,,
. .

The General Faculty of the College. The ,General Faculty of the College consists of all teaching faculty,
professional librarians, academic admihistrators and others specified by the Constitution serving on
annual appointments in the College. Membership in the faculty does not-lapse because of leave of absence
or attainment of emeritus status. Those members of theafacUlty who are in full-time residence on the-

, campus or who ha/e tenure and arf in residence are eligible to vote as members of the faculty. It is .the

duty of the faculty to formulate and recommend to the President for adoption academic, personnel, and
professional policies for whichwthe College itself has responsibility. (Appendix C) The General Faculty.
meets as'business requires. .

i , .

_ The Faculty Senate.. The Faculty Senate is a delegated body of the General Faculty which has the uthority
to act for-the General Faculty in the direction and guidance of student activities related to The educe,'
tional process; educational 'policies and procedures; facilities plAnning and maintenance and certain
personnel policies and prod,odures. The Faculty Senate has ,no authority to consider matters pertaiping 1O

o
grievance; academic due process; academic freedom; profgpsional ethics; retention, promotiOn and tenure;
and nominations. TheSenate has one elected representative from each instructional department or.instruc-
;tonal area -and the.Library. The Vice President for AcadeMic Affhirs andthe Dean for Administration are
members of the Senate. The Speaker and Clerk of the Faculty also serve as Charon and Secretary of the .

Senate. The Senate holds regular meetings to-consider matters of business. .

/

1 1

i .

)

THE FACULTY COMMITTEES ,

, . .
.

.. .,
The principal standing faculty and faculty-administrative committees Are:listed below. .The General
Faculty Committees are elected and the others are appointed by the President in consultation with the
Speaker of the Faculty. Additional committees may beset up by the President'or'Speaker of the Faculty
for the purpose of study and offering possible solutions to,immediate problems. The Schools and Depart-
ments may also have their own committee structure: (See Appen40 L. for,a complete list of committees a d
for Committee Assignments.)

. .-
4.-

Rules. and Nominations (elected) is the executive committee for the General Faculty. This committee
advises the Faculty Speaker in all matters related to faculty participation in pollege affairs as set
forth in the Constitution.

. . s.

- -.

Retention,-Promotion and Tenure (erected') recommends policy pertaining to Retention, ProMotion and Tenure
to 'the faculty. Makes an annual recommendation to the Pitsidelif of "the College on retention, promotion
and tenure.

Faculty Affialt (elected).is concerned with effective faculty morale and professional ethics. They are to
assist. with the informal resolution of problems.and concerns within the faculty,, and between the faculty
and the administ ion.

, -

Educational Policies (appointed) recommends policies involving graduate, undergraduate, and extension,,
instructional programs including teacher education.; also advises the Vice President'for Acedemi -Affairs,

Instructional Services (appointed) advises on, policy and problems concerning instrUetional services,.
including the,library, coipputer center and audio visual services.

Special Events (appointed) recommends policies and procedures concerning variOgs'special.events of the ,

College, including commencement.

Campus Planning (appointe9 to provide achlice,on facility planning (Faculty Administration Committed)./.

Student Affairs (appointed) recommends policies and programs in all-areas of student akfaj,rs.
, '

Faculty Awards (appointed) recommends general policy and Orecedures-and makes specific recommendations
on the section of faculty members for sabbatical leaves; creative leayes, and other awards.

Winter Term Committee (appointed) recommends polictes and procedures concerning the operation Of the
Winter term.

Student Evaluation of Teaching Committee (appointed) recommends policies on, and implements the student
evaluation of teaching.

4



THE ADMINrSTRATION
0

%
TNE administrative organization of the College is made up of the President,who is the executive officer

fob all aspects of the College; and the following line and staff officers:
. . .

. *
.

Vice President for Academic Affairs. Retponsible to the President..,pr the instructional program an
. -

leadership of the academic,administratien and faculty. Responsibilities inclUde the library, advis gi

admissions and records, continuing education, registrar, institutional research; instructional tervices,

and the academic programs, working directly with the deant of.the schools, dixision chairmen. and dliettor.,

. ci,

Business Manager. Responsible for business related aspects of 'central coll.ege adminiltration, including

accounting and financial planning, pJ,ant operations, Foundation- management and campus security

.
.

. Executive Dean. Responsible for facility and capital outlay planning,. legitlative contacts, personnel,

and .certain aspects of community relations, including Alumni.'

Dean for Administration. Responsible for the Divisions of AthletAcs*, Pohlic.RelatiOns, Special Programs

'(EOP, Student Special Services), Administration (Financial Aid, Upward Bound, Veterans, Articulation), and &'

Student Servicds.(student gOvernment'and clubs, or campus.tutoring,A*ility reservation, health services,

disabled students; foreign students, personal counseling, selective services counseling; hbusing, part-time

jobs, career placement, testing and cultural programt). .

I
. ,-- ..

School.:'Deans. Responsible to the Vice Prgident for Academic Affairs for supervising and assigning the

activities of the staff, administering the programs of instruction, recommentling changes in academic ,

programs within their areas, and:supervising the construction of the school 'budgets. (A fuller description'

ofthe school deans' fundtions is included in Section III.)

,
.

.

\..,_

Library Director. Responsible foil the management, budget, and pirsopnelof the College library.

; .

. .

Division Chairmen. ResponsibLe to the Vice President for Academic AffaiiS for supervising hnd assigning

the activities of the staff, administering the programs of instruction, recommendiAg changes in academic

programs within their divitions and supervising the construction of the division budgets.'

.
. .

.

Department Chairmen. While not members of the central administration, the department chairmen share the.

,

rosponsibiIitiesof the program development and the Superviiion of teaching personnel. (A full explanation

of the duties and respontibilities of the department chairmen is included in Section III.)

.
. .

ADMINISTRATIVE AND COLLEGE-WIDE COMMITTEES

The President's Council. -Composed ofthe President, Vice President' for Academic Affairs, Asgociate Vice

.President far Academic Affairs, Dean for Administration, Business Manager, Executive Crean, Deans of Schools,

Library Director, Speaker of the Faculty, and others as invited.

The Council of, Academic Deans. .Composed of'the Vice President for Academic Affairs, Associate Vice Presi-

dent for Academic Affairs, Associate Vice President for Academic Services, Deans of Schools, and Division

Chairmen.

BOARDS AND FOUNDATIONS , ti

College Advisory Board. The College Advisory Baord is an organiiation of lay members of the pommunity whb

are interested in the work of the College. 'Nominations.are made by the President to the Trustees of the

California,State University and Colleges for final approval. While theogpard is a duly authorized State

body, Its powers are thoseof recommending on policy matters to the President of the College. The

present membership of thirteen includes- business and,professional men in this areal. They give aid and

advice to the College and'play an important role in community relations.

Stanislaus State Callow: Foundation. The Stanislaus State College Founfttion was incorporated to provide "

a vehicle for operating certain essential on-campus activities not funded by_the State. The Foundatioin

is controlled by a Board of Trustees, consisting of one faculty member, Business Manager, President of.

the College, Student Body President, and five representatives from the community. Presently, the Sounds-

tion is-respon4ible for food services and the KIVA Bookstore. Profits accruing from the Foundation's

operations are used for the benefit and support of projects not funded by the State. The Foundation also

administers gifts and grants made to the College. (For Operating Policies, see Appendix L.)

9
p
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f OPERATING UkRIS OF THE COLLEGE

SECTION I'I

. .
.

4/ ./

THE ACAD4IC'SCHOOLS, DIVISIONS. AND DEPARTMENTS
i . . .

The basic instructional Units of the college are three schools, two divisions, and the departments. Each
school has 11 dead appointed by the President in consultation with.the Vice President for Academic Affairs,
and appropriate screeningcommittees of the faculty. In academic administrative matters, the Vicaftesi-
dent for Academic Affairs is responsible to'the President. Each Departdent Chairman is responsible to his'
.school dean and, thrbUgh him, to the Vice President for Academic Affairs; Division Chairmen are responsi-
ble to thioyice President for. Academic Affairs.

.
. ..

The School'Deans. The deans of the schools (fhere are three schools:N-Arts and Humanities; Behavioral end
Social Sciences; Natural SCiences) are'line officers directly responsible. to the Vice President'for Aca.;.
demic Affairs. The dean coordinates the instructional and personnel work between, and among his school, it
departments, and the Vice President for Academic Affairs. .The dean is delegated certain authority. and
responsibility in the conduct. f the school and departments under his jurisdiction in matters pertaining
to personnel, curriculum, facilities, budget, equipment, and planning. The deans,:alsopartitipate in
policy making and planning. °

The Division Chairman. The divisiOn chairman is responsible to the Vice Pregident for Academic Affairs f6.
the instructional programs in his area.. They have the responsibility -for all of the duties-carried out by
the department charimen as well as those assigned by the Vice Predident for Academic Affairs for effective
operation of the division. The-two areas of the college having division chairmen-are business and educa-
tion.

The Department Chairman. Uhder the directiOn of the school dean, the department chairman has -the followin
,duties and responsibilities: ,

To assume primary responsibility for the development and direction of department programs and'seryices
(including Sumter Session and Extension); and to. maintain communicationsolio and from his department.

To work with the department staff in program plann'ng, evaluation, and curriculum development, and recom-
mending for approval through the,school dean all.ch ge41.deletions, and additions in course listings and
in major and minor raquitempnts.. P

To develop and maintain,-with lk departmentadvising procedures for the students within the department
and to communicate these, through the school dean,. to a propriate administrative Offices., e

....
,

.

To work with4the school dean on equipment needs,_library Orders, teaching assistant aareade..- r funds,
allocation, of travel funds, and other matters pertaining'to the budget, and to, organize and supervise
department procedures relative tb these.

1 -1
.

To work with the' department Retention, Premoti , and Tenure Cvmmittee in providing the school dean. with
recommendations concerning annual retention dur g the/probationary period, the granting of tenure to thos
eligible, and promotion. The department chairm is to form the probationary staffmembers, in indivi-
dual conference, of the nature of the recommendat on made.

In consultation with the departmental faculty to r commend for appointment after interview.or review Of
papers of the candidates who mustslearly fulfirl e established criteria. . .

,.. .

To analyze staff needs of his department, and to rec mmend addition to staff, when needed, to,the schobl -%

dean. ,

..,.

.

To prepareeach term, for, the school dean, therecommended class` offerings and.their scheduling and
staffing,

i

,
t. .

To encourage the growth of professional competence klcii all staff members, and to confer with each con- o'
cernink possible opportunities and directions for piqe.ssional growth within the department. ,

, 0 ,

i1.42
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COLLEGE-WIDE QPERATING UNITS SET UP .T ,FACILITATE THE

1i

. . . .

The Office of the Vice President for Academy Affairs. TheVice
sible underths President Tordioxeeative leadership -Of the cuticu
The,Assbciate Vice. President for Academic Affairs, the Assoc'. to
the LibraNDirector assiitthe Vice President in his duties.

INSTRUCTIONAL PROGRA. OF OLLEGE

Pref deg for Adademic.Affairs is respon
lum instpiction, and academic personnel.
Vicl aident for Academic Services and

t4'

Me principal responsibilities. of the office of the Vice PiesidentAfortAcademicAr irs are: (I) the'

e:tion,Pallocatiqn, development, and retention of the academic staff; (2) the ,11 enance

between the college and the Chancellor's °Hider on Curricular matters;, he' eiielopment and evaluafi
'of programs and courses; (4)the supervision of buildingbutilization fo oth class offerings and stO

/ offices, the management of such fiscal matters as travel for:faculty 9nd staff, and the development orthe
instructional budget; .,(5) the editing and on:Auction A the college catalog and related instructional
bulletins and manuals; (6) the development of the graduate prograresearch facilities, and the self-11
support programs of the summer sessipns; J7) Academic Advising; (8) Admissions and Records;. (9)..Library;.

410) Institutional Records.

I'

Academic Advising. The student adviiemeg prograM carried on by the, various areas of the 'college,is
coordinated through the Office Of the Director of Academic Advising. A detailed description of the advis-
ing services is found in the College Catalog and Academic Advising Handbodk (Appendix I).

Admissions. The Office of Admissions is responsible for processing the admission paperstoCall
students seeking admission to the college with either undergraduate or graduate 'Standing. Through its

evaluations staff and in cooperation with faculty advisers and other administrative offices this office
'cbordinatetill academic evaluations in the college and evaluates the previous academic records of students,-
wlepply for admission. In addition, this office is responsible for'relatiqns with schoofs.and other

'Registrar. The Registrar's' office is responsible for maineining the official academic records for
classes, the maintenance of official
ists. The thecking.of qualificatiohb

. .
I

co leges.

students enrolled at the college, the registration of students in
class rosters of .students, and Apr probation and disqualification
for degrees and credentials is hanUled in this office.

Veterans. The Registrar's office handles all matters pertaiili

(Cold War Period).

o veterans' benefits under P.L.358

,Selective Service. The Registrar's

dministration.

o ice provides student cer fi, Los to Selective Service Boards

f Iand handles all matters pertaining to sole tive service. Student Advisement on selective Service- matters

is available in the Officeo the,Deen-fo Administration. . .

. ..
. .

Continuing Education. Off-Campus educational programs afe tht( responsibility of the
,

Associate,Vice

President.for Acddemic Services who is assisted.by the Director of Continuing Edubation. They are respon-

sible for the operation of the summer-session and extensiOn'prOgratils as welI,as relations with oubliC
schools, other academic institutions and groups desiring to.use educational resourcesipf the college.

Library Director. The Library DirsEtoi.works under the supervision of)the'Vice President for Aea-
demis Affairs, and is responsible for. the management, budget, and personnel of the library. In the Calif-

ornia State University-and ColiegeS, librarians are classified,as academic.eMployees perforthing an (*sea-
tial function in the,instlUctional program. They participate in faculty meatin)> gs, they serve ofi the

Faculty Senate and on faculty committees, and they may be membep oft professional faculty organizations.
They are subject to the tenure provisions which apply. to all -academic employees.

.

Director of Insti ional Studies. The Director of Institutional S6dies is responsibly for. the

(organization dtd,admini ration of analytical, studies and reports, institutional research, systems analy- -

sis, and autemattic data ocessing systemroperation for the college; ..

Office of the'Business Manager. This office h9s responsibility under the president for the management and
coordination of financialoand'certain administrative affairs of the'college. He advises and consults with

other administrative and academic officers in the development of the annual budget. In additionhe pre-

vides functional guidance to the Stanislaus State College Fondat),on and:4he Associated Students. ale.

Business Manager also has responsibility for the business/ affairs of thecellege, includinLauch.activ-
ities as accounting, plant operations, purchasing, telep one and duplicating services and bu dgeting.

! ,

v Office of the Executive Dean. the Executive Dean has th responsibility tindbr thel$31sident to coordinate

- ahe.planning and construction of new facilities for the °liege. Ile is respons ble for,the Capital Outlay,

Mifior:Censtruction.and MinorAlteraties programs. Hehaa,the additional duty f,logislativer relations

fOr,the college, and Alumni. . -; !
.

'
&

Personnel. The collegiate personnelsoffiCesaidl with staffhiring, -benefits, training, keys, tormina-
.

e.0°
tpn, reclassification and promotion, affirmative attiqp programs, health and safety, and general counseling.

. . , o

11.
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Office ofthe Dean for Administration. The Dean for Administration is responsible'under the Presidentsfoi
supervision and coordination of the student services area, 4dministratiOn of.specialTmOgrams-,
giate athletics, and public relations: the overall responsibilities of the area are. hown on the organi-

.
JizatAon chart, Further details, can be found in .the C011egeCatarbg add Student Handbook. Themajor

functions of each of. the services is briefly..disctased below.'

f . .

Orientation. With the beginning of each new semester, nation is sent
. ingpertinent aspects of the academic and non- academic programsu the college;

'!

to all new students giv.7-
The program for the fall.

semester is more elaborate and includes oncelpus sessions with student services personnel, acadeMic
advisers and departmental faculty.

. 1! .

.
, ..

PteiSonal GoUnseling. Help for personal problems of any typ(drugs,.fFily problems; roommates, col-
lege'adjUstment, etc,) is readily available froea professional counselor at Extension 171. LiMited

- referrals may also 11 made by the college counselors to the Mental Health'ifilig of .Emanuel Hospital atncL'
cost to the student. Group sessions are also held at regular intervals.

1 .

Student Health. Services. Emergency medical service is provided to all students a.s /Jart of their fees
through the Health Center, -.Room C-117 in the Classroom Building. This_Oliists of either emergency first
aid or referrals to local doctors for emergency out-patient services.There are doctors-oh campus two.

...hours every afternoon in C.i.117 as-well as a Registered Noise, from 8:30 to 12 noon and 12:30.to 5:00 p.m.
Family planning,.venereal disease"and cancer detection services are also provided.

. A voluntary health insurance poliCy, at a group rate, is provided for students who wish more than the
hasic,emergency coverage.

. A

'housing. The college assists students in locating living situations suitable to their needs and
.finanbial situations. 71 card file bf available houses, apartments,,trailers and rooms is maintained:for.
use h9 students-and staff as is a list of Audents ldtking for roo4ate5. The campus do'rmitor'y is also
Managed through this office. . .11 \"

' .. .

Testing: The-teat bffice,-adtinistersa,prOgAiof admissions, aptitude and achievement, temperament
4.hd.personalitY, andvotational.intereit tes5S.Also a setiea of credit by examination tests are avail-
able aa'are"severarl national tests inclOing the S.A.T,. and:Gk.E....-AssistanWis also available-in organi
zing and coring objective exama; .etc. 0 0'. ,

.

selective Service Information, ,Help in terms of- infnrtationAbOuf draft laws and procedures is avail:-
able from one of the yersonal counselors:

:Student Government, Activities and Clubs. The Student-8erviCes Offices adyisea,the AsSoCiated,Studen
Government flj.ts $52,000 a year program of Itivitle5. The office also helps to organize theuellegelwid
cultural program and adiiises the many chartered clubspresentliun campus: ,

. , :-.

'-'' -. ,%

FaciAty Reservation and EqiiiPment. Rqservation:ok cam us except for ieghlarly.sCheduled
.... .

classroom. activities, must be done thraligh the Student Services Office .or.the Dean of theSchool.of Arts
-and Humanities for use of facilities.in 6e-Performing Arts,:CompIex.7 There are set protedures and regula-
tionslconcerning use of bultptin boards, classrooms, grounds, ett:-.consult the policy On "Use of Campus
Facilities ". . . .

a.

4. art-time Jobs. A listing of part -time yobs availaWle in tftsarea is. kept .n 1714,
g ,.

. ,
. . ,

Career Planningiand Placement The Pladement Offer offers career planning and placement advice.
Information is available concerning employment trends, specific job opportunities, interviewing techniques,
etc. A placement library is also, available as are On-campusYiAterviews and aid in prepaiing pladement
folders: ,.., a

. (

.

Foreign Student's.. Special services for international students are: oordinated by the Foreign Student
Adviser. These services include advisement relating to, visa.status, eMployment,:hduaing, academi(cpro- ,

cedures and requirements, finances, social standards andcustoma, social activities ('thioughthe Interna
tional'Club)oand opportunities offered by the college and community.- Further. information and assistance
can be obtained from Di. Oanlj. Reuben; Foreign Student-Adviser, in Room L-112"0", 'Extension 297..

Disabled Studnta.: Di. Jerome .Beamish (Student SetviCes-office) is the contact for all disabled
students on campus:. All questions; problems. or suggestions relating to services for dishled students

tutora, readers,'Proctdrs, transportation; faciaties, etc.) sjlouldbe directed to Dr. Beamish
either byvisiting with him in Room L7102;:Library'Building, or calling..633.1.23312

Financial Aids. The Financial 'Aids Officer handlesAvarious,federaf, state`and local loan funds,.
scholarships.and grants. Halso can help to obtain employment through the work study program and arrange
emergency loans. \

\



-. .

'Articulation. Recruitment of new.students is coordinated through the Student ServiceS Office.

Veterans Coordinator Various services for veterans such as'tutoring, counseling, assistance with
benefits, certification; etc., are proliided by'the veterans. coordinator.

\_ - ,

,

.
. , .

Upward Bound. The Upward Bound program is a'federally funded program oriented to encourage "disall-
-vantagpd" high school students to finish high school, and continue on to college or worthwhile employment.

It consists of an academic year tutoring,,and -cultnral program and a sii-week.residential.summer program
of courseS.. . . *

1
Intercollegiate Athletics. The Physical Education Department Chairman and the_Aihletics.6irector area

responsible for the intercollegiate athletics program which currealy involves basketball (male and female),
-baseball, track, cross country, golf, tennis (male and female), soccer, volleyball'(female), and wrestling.
The men are members of the Far Westein Conference of -NCAA. The women belong to-the Northern California

.

Intercollegiate Athletic Conference.
o

. t .

1-z.

Public' Relations,,,,Tbe public relations program of the,o01/ege is cOardinated by the Office of the .-

Director of,4Follege Relations.- ArrCommunicatOns ofati liCqelations.nature withoff-campus groups and
agencies should be planned in ceoperation wit e Director)Of College Relations. is necessary for

coordinatiovand information purposes.

.

Certain college publications are prepared in this office: Campus Digest and "StanislausStatement.40)All
news releases arid suggestions for news releases or publicity shOuld be refer7hd tathe College Relations,

Office. Faculty and students are encouragld to provide informatiOn for 13ress releases and the weekly

campus publications. To have the best potential for successful publicity, suggestions and releases should
be given to the College Relations OffiCe as early as possible in advance of the planned event. Many of,

the campus brochures are also prepared in this office. Some phottgraphy assistandis also available.

This office maintains a file of those who are interested in speaking to the public. Each faculty member

is requested to provide topics on which he would like to speak.- People.fram the community- may then call
..

aid request information to aid them in arranging for speakers.,

Special,ProgramS. The Special Programs area consfstsooKa state EOP program and a federal Special
Services program. -,Both are operated together and provide se ices for "disadvantaud" Students enrolled
at CSCS. Services include recruitment, tutoring, advising, counteling,'a reading skills clinic, etc.

+a/

a.

t.
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FACULTY PERSONNEL POilCIES

SECTION IV

EMPLOYMENT

Recruitment and Employment of Academic,Personnel

111

The quality and reputation-of a college depend primarily on its programs and quality of instruction.

2. The quality of instruction depends altost entirely on the quality .of the faculty; appointments, are
wde-sdlely on ability and fitness for the position to be filled.

3. Judgment of fitness and ability of candidates
,

for
.

an academic position is the joint responsibility
- of the faculty in that discipline and the appropriate adminiStrative officer.

4. 'It is the primary respinsibilitx of the faculty of the discipline concerned-tqr cruit, andrecomiend.
candidates for appointment to its'staff.

5. Appointment'of college personnel, in accordance with State law and regolations;- s theultimate
,r responsibility of.the President or hiS designee. Official representations made- o., prospective candi-

dates and agencies regarding a position can on1 y0e tendered by the President Or his designee.-

. Appointments. Appointments to the faculty are made y the Vice President for Atddem c Affairs on delega-
tion from the President. Recommmendations for appoi tments originate with the depdr ment and are trans:
mi,tted to the Dean of the School, All appointments ar mad for one year until tenure is granted.

Probatiopery fa4ultymembers may receiye annual reappointment until they are eligible for 'tenure. Evalu-
ations for reappointment are conducted in accordance with local Retention; Promotion and Tenure Proce-
dures (Appendix D).

The 'Oath of Allegiance. The oath is 'required for all California-State employees and must be signed. before
the employee enters on the duties.of his employment. A new oath is not required on successive reappoint -
ments.providing the fa
is. reappointed, a new oath--
ilkigned the oath.

erprinting.** .A11Galifornia State College, ,Stanislaus employeeS,are required to be fingerprinted,.;
wly appointed faculty members
t r the date.of

ce of salary warrants

ember has not been separated. If the faculty member has been separated and
ust be signed. No salary payments can be made to an'individual who has not

no ater than-at the time they report for theieinitial appointment.
musi'be fingerprinted by the Personnel Offite not later than two weeks
ment. Failure to comply with this regulation may cause a delay in the

SUMmer and Extension Employment. The r Session and Extension Program are self Supporting. Students
pay tuition to support the instructio al c is uglike the regular. session which. is suppo ted by the State.
A sommitment is made to teach in these progr s lendent upon sufficient enrollment to y the faculty
salaries and overhead. Low enrollment courses ar cancelled when it is determined that the registration
will not support the class: The recommendeeminimu&,Class size for summer'school.regardless of the rank
of the faculty member who teaches the classis 25 students. The enrollment in both Summer School and
Extension are judged against the total resources available` rather than on,the fun generatied by any
specific. course. (See page 26, Section VIII)

a

'The summer session is defined'as that periodof calendar time extending frOm the last day,of the spring
term to the first day of September. The summer session work road is a maximum,of ten units. These pen
units may be a combination of summer session courses, extension courses, WorkshoPs or consulting.

Each department has a Ammer session rotation policy which is'applied to deterMine who will teach during
'N the summer session. The determination df the summer session program and lu* the total teaching load in

any area will be divided among the staff is an administrative decision recommended .by the department
chairperson and the dean and approved by theDireCtor of Continuing Education.

.Employment of Part-Time FacMty. ,'Appointments are made by the Vice President Academic Affairs.
Part-time faculty must possess the same qualifitations for employment as required-for appointment to the
full time teaching staff.

**In accord ce pith Paragraph 18951 of the Government Code for California State Empl

i
yees.0 general',

and Fpot 66 000bFebruary 7, 1966; Legal Opinion 66-73, Subject:,,Authorizationkor Fi erprinting.
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.
Employment Outside the College - Consulting Privilege. It is college policy that during the academic year
no faculty member serving full.tiMe shall engage in .teaching (including extension), consultation, or re-
search outside his regulai dutiet for more.than one day of consultation or its equivalent per week. (See

page 70, Extension Loadk Opportunities for service fpaid or unpaid) to the public, to schools, or to cot-,
porations kether public agenciet should be discussed with the Departmenf-Chairman and 'School Dean before
acceptance. Faculty members engaging in such employment or seryice during the academic year shall inform
the Department Chairman. !

Pay Periods. The annual salary of 'faculty members is paid in twelve Monthly initallments:Ok Since the. State.
of California does not pay'in a andvce, pay is drawn on the first. work.day following the Mon h in which the
work has been performed. Salary checks are disbursed through the academic department offices where faculty
members may obtain the dates upon whiCh the pay warrants will 1¢e disbursed for the current year: t -

I

CALIFORNIA STATE UNIVERSITY AND-COLLEGES

Instructiohal Faculty Salary Schedule

Academic Year Employment
Effective July 1; 11975

T-Spep Step 1 Step .2* , Step 3 Step 4 Step 5

Instructor
f

$ 917 $ 962: $ 1010 $ 1061 $ 1114 $ 1170
11004 11544 12120 12732 13368 14040

Assistant;, $ 1010 -$ 1001 $ 1114 $ 1170 $ 1228 $ 1290
Professor 12120 12732 13368 14040 147361 415480

Atsociate" .'$ 1290 $ 1354._ $ 1422 - '$ 1493 $ 1568 $ 1646
Professor 15480 16244 - 17064 17916 18816 ) 19752

Professor 646
752

1 $ 1728'. $ 1815 $ 1905
20736 21780 , 22860

$ 2001
24012

$ 2101
-25212

12 Month Employment
Effective July 1, 1975

z
F.

T-S:ep 'Step 1 Step 2 Step "S Step 4 Step 5

Instructor $ 1061
12732 '

iL
Assistant $ 1170
Professor 14040

Associate $ 1493
PrgessOr 17916.

PillFessor $ 1905'
5 22860.

/

$ 1114
13364

.

$ 1228
14736

$ 1568
18816

$ 2001
24012

, $'1170
14040

-$ 1290

154807
. /

'$ 164
19752 -

$ 2101
25212

$ 1228
14736.

$ 1354 $
'. 16248

$.1728
20736

$ 2206
26472

$ 1290
15486

1422
17064

,$ 1815

21780

$ 2316
27792

$ 1354
r

16248

$ 1493,
17916

$ 1905
22860

I. 2432.
29184

N 4
.

EXTENSION

1974-75

Assistant Professor' I

.. . 0 . and Instructor $364 per semester unit
. .

,

'..Professor and .

.ssociate Professor $465 per semester unit---.

F

SUMMER SESSION

1197546
:

.

Assistant Profese'r $364 per semester unit

Associate Professor- $465 per semester unit

Professor , $593-per semester unit.
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Tenure and Promotion. The basic tenure policy for the Californiattate University and Colleges is .found
Title V:of the State Administrative Code (Sections 43560, 43561, 43566). The tollege procedures and cri-
teria for retention, promdtion and tenure are contained in Appendix D. The essential- points of the policy.,
follow:

--1. Faculty members may not be prototeeto the, rank of ASsociate or Full Profeesor.unless.they alrEtdy4
'-hve,tenure or unless tenure'is awarded simultaneously with the promotion.. The President of the

College has thq_authority to. award tenure at the time of such promotions independent of the length
of service(fadllty- members commencingtheir employment prior to September 1, 1971, are excluded
from this provision, i.e. they may be Promoted to Associate or Full Professor without being
tenured.

2. The regulations provided that the normal probationary period will be 4 years but gat the Presi-
' dent may determine to award a 5th,ot 6th probationary year appointtent and that In special circum-
stances the President may award tenure before the completion of the 4 -year period;

,.
.

3. Notice dates are in conformance with the general policies of AAUP. For colleges other than those
on (PRO, these dates are as follows: not latbr than March 1 of the first probationary academic
year; not later than,December 15 of the second probationary academic year; and not later than -.

June 1. of the third or subsequent probationaty acadeMic'year: An additional notice date is in.
effect at the end of the second academic year.(not later than June 1) to provide an opportUnity
fel a'decision as to whether an employee's,. third year willtbea terminal_year, an additional
probationary ypar, or the first year of tenure. (The dedision.made not later than. December 15 of
the:eeoPnd year is primarilOor notice that the faculty member wilenot be reappointed for a
thir-d:Yeart) 'Without this addition,'any decision by mber 15. of the - second year tO'retain an
empIdyee waild permit his retention until thend of the o year.:

(T.,.
.

i,. i,Nepotism. It stheI3racti4ce of.thih College that closereIatives of any employee 11 not be appointed to
the college staff7When the individual would bg:

1, Under the direct sppervision of the relatiVe, '/-
,.

. In a''poeitionof fiscal responsibility with regard'to the employment of relative, or

3. In any other position, such as a personnel cemmittet, where the individual couldeither make,for-.
mal recommendigons:or directlywinfluencethe status of.the relative.

Close relatives are definedaS wife, husband, spn, daughter, brother, istei, father, motheri corresponding
in-law relationships, And any other relative living in the same household As employee. 7:

EMPLOYEE BENEFITS

Thp Personnel Office provides information and conducts business related to employee-benefits'inclu
retirement, 4isabillty and death lienefits, group health insurance, income protection, life, disability and
accident insurance, State Compensation, vacation, holidays,'and sick leave (College Manual, Section S080).

Retirement. All regular employees, employed half time or more, who were hired after November 1, 1961, are':
dutomatically members of a combined Public Employees' Retirement System (PERS); and the Federal Sbcial
Security Plan (OASDI). Individuals whowere State employees and PERS members on#November 6, 1961, were
given the option of adjusting their PERS benefitswhile adding OASDI. coverage.

. 4

Contributions to the system are made by monthly payroll deductions TromaIary checks at the rate of 5 96,.
if covered by Sptiai Security; 6% if not-covered by Social Security.. (ekact retirement contribution may
be calculated by using the following formula: .Gross salary minus $313.00, times S %.with Social Sedurity
coverage;or gross'salary minus $150.00, times 6% without Social Security coverage.)

The State also makes contributions to,PERS. The State's contribution excpeds the amount contributed by
the employee. The system provides death, survivor, disability, and retirement benefits, described in a
booklet available in the Personnel Offide. '

Members terminating employment are refunded their contributions with interest (currently 5-3/4% year)
unless they kl) are eligible retirement allowance, or (2) elect to leave this money on deposit hich

?smay be done if the employee h atotal of five years or more of credited service with one or more
employers covered by PERS. ds left on deposit with PERS continue to' earnkinterest.

. . .

PER issues statements annually notifying the. employee of the amount on deposit"

17
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Death Benefits, Death-benefits' are available to statutory beneficiaries, unless otherwise detignated. The
statutory beneficiaries, are a* folfOws:. (1) Your spouse (wife or husband); (2) your children (share and
sharer alike); (3) your parents (share and-share alike); (4) your estate. If you wish to name different.
.beneficiaries, or listthekin a different order, contact the Personnel Office. The ba'sic death benefit
for full time employees consists of, the following: (1) $5,000 lump sum life insurance benefit, plus (2)4 .

50% of annual salary; or if eligible for retirement (age 55* with 5 years service), one month's salary'for
each year Of service to a maximum of sio years; plus (3) total retirement contributions phis interest; plus
(4) any unpaid salary due employee; and (5) worker's compensation benefits, if.employee died while in the.
Terformance of duties. *Effective January 1, 1976, age 50.

A
GrcupHealth Insurances. A number of basic and major medical health plans arelavailablo for members of ,the
PERS. The,State contributqs toward the total monthly premium of the plan chosen by'the employee as follpys:

Employee only $22.00
Employee'and one dependent 37.00
Employee and two or more dependents 47.00

Other Insurance. A number of life, accidental death and dismemberment, income protection, and major medi-
'cal insurance plans are available through the State and through.employee organizations. These plans are
voluntary and the employee pays the'fUll premium. Information and brochures are available in the Personnel
Office.

Tax Sheltered Annuities. The Trustees of tlae California State University and Colleges have agreel;;Ats with
various' insurance companies to.providetax sheltered annuity programs for full time.state college employees.
These programs are designed to prdiide tax ad'antages.

,

State of California Deferred Compensation Plan. This plan is designed exclusively for §tate employees
making it posSible to d4fer the payment; of_incote taxes on. a portion of the employee's Salary.

Unemployment Insurance. State employees are covered by the provisions of California State Unemployment
Insurance.

Industrial Injury Insurances. All College emplayees 4rp, eligible fpr State Compensation Insurance. PERS
members have a choice Oc._State Compensation or Industrial- Disability Leave (IDL). This deci4on must be
made at the time of injury, All On-the-jOb injuries must be reported to 'the Personnel Office within twenty -.-.
four hours of the accident. Failure to do so may jeopardize compensation benefits.

1. State Compensation Insurance. Medical, hospital, and.disabi/ity pay is provided- at no cost to the
employee should the injury-be.4)ob,related. The first three days of disability, exclusive of the
day of injury, may be taken on sick leave, Thereafter, following proper application, compensation
insurance will pay a portion of the wage. The remaining wages may be supplemented with sickeave
vacation, or accrued compensating tineT-

2, Industrial Disability Leave. A full monthly salary, less federal and state income and socia4
security taxes, .will be paid for the first twenty -.two working days of disability. After twenty-
two workdays, paymentsWill continue at the rate of 2/3 the salary to a maximum of fifty-two weeks.

Vacations. A faculty member is entitled to earned vacation on days falling boween the end of his academic
year and the beginning of his next academic year, and on days designated in the 'local college calendar as
college academic holidays during hisacademic year.

Jury Duty. An employee called for jury duty may (1) request vacation time and the money received for jury
service may then be retained.by the employee; in such case, the employee must complete an Absence Request,
ForM 634,.and receive approval by his imtediate supervisor; or (2) the jury dutymay beperformed on State
time, in which case the money received must be deposited in the State fund through the Cashier's Office.

Sick leave. Sick leave credit is earned' by full time employees and byart time employees based on the
percentage of time they work. Full time'employees accumulate one day of sick leave credit for each month
of service. There is no limit op the amount of sick leave an employee may accumulate.

-Sick leave credit may be used after the completion of six months of continuous state employment in units of
one or. more hours. Absence prior to the completion of six months of service must be treated as leave with-
out pay and will result in a salary dock (except in the case of Industrial Injury).

At retirement the employee receives service credit for all unused sick leave at the rate of .004 years for
each day of sick leave.

is
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Family Death Leave. The death of a person related by blood, by adoption, or by marriage, or any person
residing in the immediate household of the employee may be an authorized reason for sick leave absence if
the employee's attendanc is required. Up to five days of 'sick leave may be taken for each death during al
calendar year.

.

, .

. . ., .

Five days of sick leave are not granted automatically for everyodeath.,. The supervisor should exercise his
Yudgment as to the timefrequired by the employee. 'Phis is affected by several factors, 'such as relation-
ship to the deceased, responsibility for arrangements, and the date and'place`of the .'services.' For exam-
ple, a person who has lived .with the employee for a considerable length of time, may. be considered closer'
than a relative who has not been in contact with the family for a number of years. .

.

. .
. .

.

Military Leave; -Military leave to enter military service.may be obtained by faculty members by submitting
the documents and following the procedures required by law governing military leave. All docunientS
required by law governing military leave. All documents required to effect a military leave, together
with AbAnce Request forms, shall be submitted to the President. Since/different documents are needed for
each type of military leave, faculty members should arrange.for military leaves early enough in advance to '
permit the hiring of adequate duty substitutes. ReServe officers should stake every effort to arrange for
training duty which does riot conflict with their academic Year.

1
_ .,

Maternity Leave. ISSC 5/27/65) A maternity leave -is considered a leave of absence without pay. The
President of the College shall determine whether a maternity' leave shall constitute a break in the proba-
tionary period for purposes of acquiring tenwe. .

Absence Without,. Leave as Resignation; Reinstatemeht. (Tithe V 24311) Absence without leave for an aca
demic or,nonacademic employee, whether voluntary or involuntary, for five consecutive working days is an
automatic resignation from state-service as of the last date on which the employee worked'.,

. .

An academic or nonacademic employee may within,90 day ofthe effective date of such separation file a
written request with the State Personnel Board for reinstatement. If the appointing authority. as notified
the employee of his automatic resignation,,any request for reinstatement must be in writing and filed
within 15 days of the-service of notice of separation. Notice may be personally served o§ it may be served
by mailtto the last known residenge Or business address of the addressee and is complete,,On mailing. Proof
of service, either personal or by mail, shall be made by affidavit. Reinstatement may be granted only if
the employee makes a satisfactory explanation tothe board as4to the cause of his absence and his failure
to obtain leave therefore and the board finds thathe is ready, able, find willing to resume the discharge
of the duties of his positioif, or if not, that he has obtained the consent of his appointing power to a
leave of absence to commence upon reinstatement. An employee so reinstated shall not be paid salaryfor
the period of his'absence or separation, or for any pdrtion thereof.

Separation of,Employees from Service for Lack of Funds or-Lack of Work.. (Title V, 43200-43202

. Policy and Relocation Opportunities. It shall be the olicy of the California State Univer ity and
Colleges to provide stability of employment by foreseeing and avoiding unnecessary reduction in staff.
However, when this is not possible due to lack of funds or-lack of work, the staff shall be reduced in
accordance with this article. The classes or teaching service area to be reduced and the number of
employees therein to be_laid off shall be recommended by the president of the campus tb.the Chancellor.
The Chancellor shall make all final determinations both for each campus and for the Office of the Chan-

Relocation Opportunities. The Chancellor's office shall make a survey of all campuses in order to
ascertain the availability of'suitaltle positions where staff to be laid off may seek relocation. To the ,
extent staff resources, permit, similar efforts shall be made, with respect to colleges and universities_'
outside the. California State University and Colleges.

Area of Layoff. Layoff of administrative and nonacademic: employees shall 4p, by class within a parti7
cUlar campus, or within the Office of the Chancellor. Layoff of academic employees shall be by teaching
serlhice area within a campus.

Order of Layoff. Whenever a determination has been made that there is a lack of funds or lack of
work, employees in a clasS or teaching service area to be reduCed shall be laid off in the following o $r:
(1) The Chancellor or president may at his discretion, without regard to the class or teaching service area
to be reduced, separate from service any student assistant, instructor for extension service4 person
employed on a temporary basis, or, with"respect to employment, in a summer session, any member of the fac-
ulty of a campus summer session. Persons described in. this paragraph, if performing, the same or comparable
work as that performed by a probationary or. permanent employee, shall be separated before any' pfobationary
or permanent employee desiring` to continue in employment is laid offpursuant to the provisions of this
article. .(2) Probationary employees.not employed on a temporary basis, without regard to length of service
(3) Permanent employees: (a) If the area of layoff is in administrative or nonacademic classes, permanent
administrative and nonacademic employees in the inverse order of their length of employment both in the

9
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class and in class or equal or higher rank. (tr) If the area of layoff is in class or rank positions, per.:

manent academic employees in the inverse order of their length of employment at the campuses. (c) If the

area of layoff is in the "closely related" ac$demicrarea, permanent-employees in the inverse order of their

length of'employment in the class or in classes or equal or higher level at the camfuses. /

Part-time Permaneht.Employees. If the layoff is in a class, part-time employees shall be credited
with the-service at the campus in the proportion,that the actual time.employed tears to full -time employ-

ment. If the layoff is in a teaching service area, part-time permanent employees shall be credited with
service -s permanent employees of the campus In the prOportion that the actual time serveclias permanent
employees bears to full-time employment.

Determination in the Case of Tie. In tase two or mere employees in the class, or te&ching service area
are tied fora place in the order of layoff,'the president a' the Chancellor, as appropriate to the place.
of employment, shall determine Which of such employees shall be laid off.

A. DEFINITION

SABBATICAL LEAVES: CRITERIA AND PROCEDURES

California Administrative Code, Title V, Article 5

There are two categories of sabbatical leaves -- budgeted leave with pay and leavelwith difference in
pay., The%criterift, procedures for preparation of the request, and schedule of procedures listed below

,,. apply egually to both categories of leaves. . .-41

Be ELIGIBILITY
. ..

0

"To be eligible OF a leave of absence with pay, an app4cant-mu4it hold a full-time position and have
served therein fuft-time as an academic employee, executive - employee, or an employee in an academiC-
administrative assignment, or any coMbination thereof, for six consecutive academic years." (Section _

43000, first pontion of paragraph two)
I

An eligible employee id, apply for one of the two categorieS of leavesofabsence with pay.
;-

I. Budgeted leave.of absence. The eligible employee may apply for one of the following:.

a. One semester 16141 at full pay;
b. One semester dad winter term leave at three-fourths pay; or. %.
c. Two semesters and winter term leave at one-half pay.(Section 43000 (6).)

210,Drferepco in pay leave of absence. The eligibleemployee may apply for of the following:
.

/

a. One semester leave;,:,,:-

b. One semester-and winter term leave; or
c. Two semesters and winter term leave.

Difference in pay lean' of absence means that the applicant receives an amount of pay that'is the dif-
ference between the applicant's salary and the minimum salary at the instructor rank. (Section 43000 4,7'

(c))

Difference in pay leaves' are not counted among the number of budgeted positibns, because budgeted funds
aro not required to finance them.oelfference in pay leaves should, therefore, be encouraged, because

the total number'of sabbatical 1 ye is thereby increased. The criteria and standards for granting
sabbatical leaves of either typeiOrthe same, but the faculty member requesting a difference in pay
leaVe is not in competitiOn with :tROSe who request a budgeted leave of absence. It is,Sufficient that

the faculty member requesting a difference in pay ;leave be eligible and meet the criteria. The faculty

member wlib receives a difference in pay leave is considered to haVe received his sabbatical leave and
is not entitled to another until having served another six years.

\.

Forthe purpose of implementation the requests for sabbatical leave should be divided into two.cate-
gories Budgeted leave with pay; and Difference in pay leave. Requests in the former category should

be judged Alompetitively while those in the latter should be judged solely on their conformance with the .

criteria.

C. CRITERIA

In recommending sabbatical loaves, reviewers areach level will judge proposals according to the crite-
ria listed below. Each applicant is advised to consider the criteria carefully and to present as com-

, pleto and as detailed an application as possible.

20
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For either category of leave olabsehce with pay, the following" criteria must be met:

a. a scholarly or creative project of high acegemic quality and importance. It should mire a sig-
nificant contribution to the field. This includes but is not limited to original research, a ,

creative project, ortheAevelopment of new reseaxah or creative skills; OR'

b. a,I;study or travel of a kind'and in amount which willip.impreve and update [the applicant's]
capabilities." (Section 43004 (c) in part). If the emphasis is a study, it must be clearly
related to the curriculliper curricular,policy of the college. If travel is part of the plan,
its usefulness and necefSity mist be clearly presented; OR N . N.

1. Tice proposed project shall Je

2. The

a.

\ b.

3. The

t 'I, Va.

a combination of a. and b. above.

proposed project shall be one for which the applicant has -

acquired professional capabilities 'adequate to the task; AND

completed preparation and planning to undertake the project.

results of the sabbatical shall benefit the College by -

advancing scholarship
public performance or

b. improving.curriculum;

It

by such-means as publisati69 prbsentation at cOnlerJnces or meetings;
exhibition; OR

developing new course(s) or program(s)1 PR

c., improving teaching; OR )

d, a combination of any.of the above.

D. PROCEDURES FOR PREPARATION:OF REQUEST FOR SABBATICAL LEAVE

The applicant for a sabbatiCai leaves will be evaluated in accordance with the established criteria and
must submit the following inforffiation:

1. Proposed Project

a. The applicant shall submit a clear and detailed explanation of the proposed project, including
the nature, scope, and means of implementation.

b. The inclusive dates requested for the leave must be clearly indicated with a timetable for the
implementation of the proposal.

The location(s) where the project will be conducted must be precisely

2: Professional Productivity and Preparation

a. The applicant shall incluie a current vita containing evidence o e following:

(1) Relevant education and research in the field of the N oject..
(2) Publications, and other professional accomplishments i he field of specialization.

indicated.

b. The applicant shall indicite what preparatory work has been completed specifically for this,
project, such as background reading, developments of. techniques, personnel contacts, and facil-
ity arrangements.

3. Benefits to the College (in at least one of the following:)

a. The applicant shall indicate what tangible results, if any, are to be expected from the
project. These may be in.the form of publication, creative presentations, parllicipation in
seminars; conferences, program or curricular development.

b. The applicant shall indicate how:the proposed project will benefit the applicant
and how it will benefit the students.

9
c. The candidate shall indicate if and how the results of this projeCt will lead on

endeavor, projects, research.
.4
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E. SCHEDULE OF TBAGEDURES FOR PROCESSING AND EVALUATIVG APPLICATIONS (Section 43400 (a): "An application,

for a leave of absence shall be executed by the applicant on a form prescribed by the Chancellor and
submitted to the:president of the campus, accompaniedby the action of the appropriate faculty committee

[Faculty Awards.COMmitteer.)

r. Early in the fall, semester, the Faculty Awards Committee shall submit its proposed calendar for
sabbatical leaves to the Vice Presidept for.Academic Affairs.

2. During the fall sem er, the Vice President for Academic Affairs shall distribute to the.faculty
the calendar, th ated nuMberldf budgeted positions for sabbatical leave and information as to

where the applic fest may be obtained.

3 ' The review and evaluation 'process shall ppeceed as follows:

a. Applicant to Department'Oairth
b. Department Chairilpn. to Deah.

c. Dean to Faculty Awards Committee
d. Faculty Awards CPTIMittee to Vice President fdr Academic Affairs
e. Vice President for Academic.Affairseo President

.4

4 The President shall Gform each applicant and the Chairman of the Faculti.Arards Co tee of his

decision.

.f.

APPROVED: /s/ Waltei'01SOn DATE' 7/16/7S

Walter Olson, President
California State College,Stanislaus

. . et ,

Eligiblity and Effect. No leave of absence with pay.may be-granted Attu earned pursuant to Section,

4000. A full or'part time leave of absence without payshall not constitute a break in service in quali-

fying for sabbatical leave. One year or res of a leave of absence without pay taken for the purpose of
reaching, research, study, or an assignment determined by the ..college Preaident.or the Chancellor to be of

a nature valuable to the State Colleges may, at the Ascretion of the President, after consultation with

the faculty. be counted towards eligibility for sabbatical leave. A notation of the basis of the decision

shall be made in the employee's official personnel record.

Requisite Position and AssignmeR4. Each applic t for a leave of absence shall hold and have served in

an academic or executive position'or in an academic- dministrative assignment, or a combination of such,

positions and assignments on a full time basis during. 1 of the time prescribed in Sections,43000 and

43001. A

'Number. (a) ThePresident of each college is responsible for assuring and,certifying to the Chancellor .
that the number of leaves granted'in any one quarter, semester, or year., are not so great in any department,

division, dr school, or in the college as a whole as to disrupt the continued and regular course offerings,
or to affdct the quaLity. level of education offered to the students.;:,(b) The granting ofleaves of absence
as provided in.this article' shall not exceed existing appropriations tVailable for such leaves.

Application. (a) An applitation fo a leave of absence shall ike executed by the applicant on a form,

prescribedby the Chancellor and ed to the President of aj.College accompanied b the action of

the appropriate faculty committee. The application shall inclu e or be accompanied by tie details of the
applicant's plan of study, research, or travel and service together with a statement of the benefits which
would acerue to tka college and students thereof from the proposed study,er the propoSed travel and service.
(b). If the Presidentlapproves the application, he shall, Within such time as the Chancellor shall prescribe,
submit the application to the Chancellor-togother with appropriate justification. (c) The Chancellor shall

granta leave of absence for the purpose of pursuing research, other study or travel only if the Chancellor

is satisfied that the. applicant is eligible for the leave and will during the leave of absence engage in
study or travel of a kind and in an amount which will so improve end update his capabilities that during
future employment of the applicant. in the college such experience will substantially enhance his value to
the State Colleges and to the students thereof. .

Bond, Compensation and Further Leaves. (a) Final approval of an appliAtion for a'leave of absence to

engage in study or travel during or for whidh the applicant is to receive compensation as provided herein-

before shall not be granted until the applicant has filed with the Chancellor a suitable bond indemnifying
the State of California against loss in tho event the employee fails to render service in the State Colleges
following tilt roturn'Of the employee from tho leave of absence at the rate of one term of -service for each

term of leave. The bond shall be in the amount of the total saAary computed to.become due to the appli-
cant dyring hismipave of absence, except that in tho case of an academic employee bn sabbatical leave in



residence, the bond shall be in the amount of 4/S of his total salary computed to.become due to the appli-.
oant during such leave of absenCe. The bond shall be exonerated if the failure of the employee to return
and render the requisite service in the State Colleges following his leave of. absence is Paused by the-
death or physical qr mental di4ability of the employee or dismissal for cause:- The obligation to file a
bond_ may be waived by the Chancellor, if he finds that; the interests of the State will be protected by the
written agreement of the employee to return to the service of the State Colleges and render:the requisite a
service therein following his return from the leave of absence. Such agreement shall be accompanied by a
statement of assets showing, to the satisfactionmf the Chancellor, the employees' capacktytocindemnify,
the State of Calffornia against loss in the event that he fails, through fault of his Own, or to fulfill
the agreement.. (b) Compensation granted an employee on leave of absence under this article shall be paid
during his leave of absence.in the same manner as if he were not, on leave of absence. The bond, shall be
exonerated if the failure of the employee to return and render the requisite service is caused by his death,
his physical or mental disability or dismissal for cause. (c) If the Chancellor or his designee deterdihes
that-ther.bebt inferest of the State Colleges will be so served; he may grant to such employee one leave-of .:
absehce without pay, not -to exceed one year,. at any time following the completion of leave of absence.1

Time spent on such -leave of absence without pay shall not be credited toward the requisite service required
by this section following a leave of absence with pay. .

.

. .
.

-,Reinstatement. At the expiration'of a leave of absence granted pursuant to this article, the emNoyee
shall, unless he otherwise agrees, be reigstatectoin the position'held by him at the time of the granting of.
the leave of absence. . ...

w .

'.
ott -.

. -
'Retirement and Continuity a Service. The timtaduring which an employee is do leaVe of absence ',Ur- .

suant to this article shall be creditedtoward.retirement and toward any merit salary increases the
employee wouldwave received had he not, taken the leave of absence. The period of any leave of absence
granted under tlis article shall not be,construed dssa break in the.continhity-of,service required toward '4
retirement, or toward any salary adjustment.

. ,
Replacement. For each academic employee grahted a leave of absence, with pay, there shall be employed

a full time replacement or the equivalent part time replacements unless the workload is such that the. .

duties of the position vacated can be absorbed wholly or in part by existing staff. Employment of a
. .replacement may be as a lecturer or as a.reghlar academic appointment. The nature Of,such appointment will

be determined by the President in light of whether or not it appears that there will be- a continuing need L.-
for the services of the individual serving as the replacement.

Special Leaves for Research or Creative Activity. (Title V 43050-43053) The Chancellor may, within the
limitatift of funds appropriatedltherefdro grant, or *may authorize any prgaident to grant, 410h respect to
valified employees at his campus, special leaves for'research or creativractivity.

The Chancellor is authorized td establish/standards-for eligibility, and the terms and conditions of such
leaves, and to establish procedures and guidelines for their,effective implementation.

An academic eitgbyoo who is granted and.who.takes a special leave for research or creative activity shall,
be obligated to teach in thd State Colleges for the equivalent of two terms for each term of such leave
immediately following the conclusion of such leave provided that tho completion of such obligation shall be
deferred during periods following such leave, which, pursuant to the regulations of the Board of Trustees
are taken as vacation, sabbatical leave, or leave of absence without pay; and' provided further that thks
obligation shall be further deferred for any period during which the employee is a "person in.military
service" as that phrase is defined in the Soldieri' and Sailors' Civil Relief Act of 1940, as amended, of
the United States (SO App. U.S,C. Section 401, et sec.). This obligation shall be exonerated if the fail-.
ure of the employee to complete such service following the conclusion of the leave is caused.by his death
or physical or mental disabMty.

a
Leave of Absence.Without Pay'. (Title V 43100) An application for a leave of absence without pay shall be
submitted by the applicant to the college president. The college president may approve such leaves for
poriods not to exceed a total of two years. Requests for leaves without pay in excess of two years shall
be submitted to the Chancellor for action. This section is not applicable to leaves of absence without
pay following a Sabbatical. leave, pursuant to Subdivision (c) of Section 4300S. Leaves granted pursuant to
this Section 43100 are subject to the provisions of Education Code Sections 24209 to
non-academic employees.

A leave of absence without pay taken during a prObationary period for an assignment determined by the
college president to be of a:nature valuable to the college shall not constitute a break in service for
the purpose of acquiring,tenure. One academic year or less of such leaves may, at the discretion of the
president, be counted towards the required service for tenure.- However, for a probationary period in a
leave status to be counted towards eligibility for tenure, an appraisal of such relevant experience must
be made and included in the total appraisal of the individual (Title V 43,563).

19
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,

. . .
{

The President shall determine whether a 4eaye_of absence without pay, for reasons other than those indi-
,cated above, shall constitute a 'break in t `e probationary period.

, A

Vie year or less of a leave sat absence w3),, Out pay taken for the. purpose -of teaching, research, study, or
an assigninent determined by the. college `president or the Chancelltr,to be of a nature valuable to the State

Colleges may, at the discretion of the p`tesident, after consultation with the faculty, be counted towards
eligibility for.ab' tical leave: A.Uatation of the basis of the decision shall be padein the employee's

official persOnnel re opi,. (Title V 10001)

Ob'
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PROFESSIONAL RESPONSIOILlT% S.,11WTHE-FACULTY

. SECTION./;,t
.

''S4',
The emphasis upon excellence throughout thp desCriptionOperiteria and4processes.for promotion makes
,ciear the expectancies of,the faculty for themselves and other. Effectiveness of teaching, profes-
sional growth as reflected by scholarship and creative .4r ),WIlling acceptance of responsibilities other
thanteaching, worthy representation of the college in Pii At:affairs, participation in the programs of
professional societies, hnd successful maintenance of soil,' ,personal arid 'ethical relation$ With one's
cofleagues and the community--these are the professionaii4Spontibilitie§ of the faculty. To these'
should be added the folibwing specifics? i. ,-.40 Ict.

tww

('

Teaching Load. The,faculty member teaching 'full t e wilOordinarilybe expected to carry a load of 10
weighted teaching units a week during the fall enddkprin'rms. each faculty member will normally.be
invotVed in one course during the .yrinter term. Each ful time faculty load consists of 24 weighted ,..

. N.teaching units per academic year Part time faculty are 4inarily paid 1/30 of the equivalent annual. `,
ialary per weighted teaching unit since they are not exp ed to assume non,-teacbirig duties, HoW ver in .

special cases *ere extravluties are expected of the' fa jtMember, greater reCOMpence may be gr rated.
Iv(See Appendix G for additional details related to the"-Fa yiBtaffing-Formulas.)

. , IC ,/ L,
Non - Teaching and Extracurricular Service Obligations. Ohedrtbe primary responsibilities of the'faculty
is the advisement of students, both'dndergraduate and gram" The faculty memberappointed to the
adviser's role is obligated to be available teAtudents ankitabe knowledgeable of requirements in the
particulai area in which he,functions as an adirisers It 4,VeXpeCted thattedh,ficUlty member will &mil- .

iarize"themselves with the polibies, procedures, and-regd4 Ons pertinent, to their departmental duties,
that they will assume their just share of the committee 1T of the department, the school; and the col-
lege And that they will participate in the advisement of dents.tt .

. . -.

,

, ( .

Extracurricular obligations includethe sponsorship of.ttndApt ganitations (where called (di and aceor-
ng. to one's interest), and participation-in extracurricul fairs where such participation will con-

tribute educational experience of students; .

.

.:

. ,i, , i
.

Professional Societies. Faculty members are encouraged to participate in the professional societies and
other'agencies of their choice, both those of'their specif4c disciplines, and those concerned with the
.profession of teaching, There are local chapters of the following at the,e4legeto which facult9 members
will beyelcomed. .

American Association of University Professors
UnitedProfessors of California
California State Employees' Association .

California College and University Vacuity Association
r

Faculty wives and women members of the faculty are eligible for membership in the Faculty Women's Club
which sponsors eddcational, service, an1d social activities.

Record Keeping. The keeping of accurate enrollment, attendance, and grade records, a4'their prompt sub-
mission to the Registrar on the dates requested is of vital importance to the student and the operation
of the college. The responsibility of faculty members in any term is not eddedlintil.all records and
reports are completed and filed in accordance with instructions.

.

Attendance. -14te wozk yearfor facultAembers begins during,the week preceding the week in which instruc--
tion begins and ends following Commencement exercises in thetspring. ,Faculty members are expected to be
on duty,durilig \the registration period for each term. (Appehdix H)

All faculty' members are expected to meet their classes at the scheduled hours. Any anticipated absence.
must Be reported to and approved by the department chairmanl.n advance. Arrangements can then be made
for a substitute. In the case of emergency absence, the department or school office'should be informed
in sufficient dine to make appropriate arrangements -to cover classes. ,

1 .

, 1
.

To support the regulation that students report to classes on time, it is necessary that instructors
themselves be prdnpt in meeting classes--and equally impor;ant that classes not be held beyond the sched-
uled dttmissal time in order that students have me reason 4prtardiness at ,their following classes.

, '
.

.
.

. .

Each faculty member is expected t3/ keep at least five-offide hours each week on at least two days during
which they will be available for conferences with student's and,adxisees. These hours should be Noted
and a, ounced to classes. 1

.

s

Commencement, Each faculty member should consider it part of their responsibility to atte commencement.

Cap, gown, and hood, rentals may be, arranged throughthe Bookstore. "Ad announcement of.the deadline for
ordering academic regalia is made in the Campus Digest:

,
2 .
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Ordering Textbooks. 'It is the. responsibility of 'the department chairman.toAkate:Orders withthe Bookstore

for the textbooks which are to be purchased by studtnts in the department,' BaWterm, as toonasteathiliff.

assignment='s have -been made for the'cominiterm,,the Bookstore will send toeach department forms for after_

,

ing texibOoks. 'Thesdvxders.thust be placediprompitly.with the manager of thp-Bookstere. .Ahy delay.in

submitting the book order. oz' any change in the original order will mean conAderable delay in the delivery

Of the.books., All changes must-be handled diliptly.With the manager.
. .

.

'

.

-ClaspdroeM. Assignments and Changes."Sexeralmonth s before. the beginning -ef°each term, Athe departments ihd -

schdols.'plan their prdgram and schedule theirlasses.in rOomsessigned to them through the Office of the

Vice PreSident for AcademicA6iirt.,_Thi's schedule is submitted to:the Office of the Vice President for .v

Academic Affairs, which completes the scheduling-procedure by, making all necessary changes to achieVe. the,

best Aartictilation of instructers).classes,land classrooms. -' .... , .- . 0

.

. : -, -.
°

. . .

..' ;

Any'requests for shifts in,room schedules after the initidi sched9Ainglieriod or during the term shouldbe

. madVto.the Office of the School Dean. Every effort will be,made?to honor these requests when fatilities

permit. Requests for special room, facilities -on specific days'should be. made to the qffido of the Dean

for Administration. p " .

,

, 'tafet : It it thi'respons pit*pf.each &ulty member tp-insdre that go ditions in tie laboratories,
,.

classrooms and other actl.vity areas are;Wsafeaspossible Department 9, irmen have the. responsibility

for the-prOventi0.0 acogests within thetr.specific.area. Each'faculty member witt;he constantly on:-

guard to identify.iinsafe co liffiont. end" report them to, the thaivan fOrftpediate correction...

1 ...... : -,' ' .--, .-
,.Accident Reporting: ,Aotidenti. Which occur the classroom. or elsbwhere on camiorhs or on oollege-sponSofed

excursions,'. and which resUltWinjury tostudents.i faculty, or visitorti -Mpst.bo,repOrted to the college

nurse. This repOrt should bd made as soon as Possible- aftetthe.accident.:. MetabertiF:the staff involved
: in'sufh oh Lictidentwhich retujitt in an injury will be-proteoted,againtt liabilitY-Oodeva<spftewide 1. .r

public liability and property damage insurance policy:: --- . .

'::
& ,

Collection of Money by Instructors. .Facultly tembers may not collect-moheycfrOw theis.stOdestt nypurposewhatsoever. If'it.thould Whete4 y to charge studentsWorder.ie difraytheHcOst of some

class project--field trip, compilation of plats'material---the collection of money should be handledeby.

a student toAp ttetf. Instructors should nbecollect money from students in advance of registration. . e

Y.Registration pet can only,bet charged on schedules set up and approved by the Trustees*Of,thndalifiirnia.

State VitiOrtity and. Colleges. All cash must be collected by the Officeof. the Business Manager under

th8-directiosof the College-Cashier's .Offite. . , ,

/
. It - .., ,: 4,;',,,

Lott andFound. Faculty members or students finding. a lost object should take. it toqbe lost4Ind-fotnd

service maintained by the College Security Office.

4
Student Grievance Procedure" in Academic Matters, Students who believe a course grade given them-is-,,

incorrect may utilize these procedures if they-with to have the matter.aeviewed. The student shouid'not

'anticipate. that a grade will be changed unless the instructor wishes to change it. On the other hand,

these procedures insure a degree of review where it is deemed appropriate.

I. The student must Onsulf2the instructor and explain the objections to the grade. o

II. If the student- wishes to pursuehe matter further, he shall she the department chairman and

explain his ease. The chairman will adVise the student as to the judgment in the batter.

If;the chairman feels the ptudent's objections may.iiave merit,Aleoill.distuss the matter

with the instructor.

III. If the student is not satisfied with the outcome of I and II, the student shoUld consult the',

161ean of the'school in which the course is offered, Following-this discustion, the.dean shall

investigate the matter informally.and shall then notify the student as follows: ,

a. In the dean's judgment, the studen's complaint has no meritAin which case the matter.

is ended.

b. That the student's case may have merit,- in which. case the ohbirman* shall appoint a

committee of three full-time instructors, one of whom may chosen by the student and

at least one-of whom shall be outside the involved department but within th 'School.

mis committee shall investigate and discuss the matter with the teacher tudent

involved., Following these discussions, the committee shall infer/011y advis the

instructor as to its opinion on the matter.

IV. Following theabove.discussions with theircolleagges, the instructor shall inform the student

'of the final decftion.in the matter. .

*If the chairman is'the instructor in the appeal,' the depn of the school will appoint the committee.
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CURRICULUMbEVELOPMENT

4
SECTIOOrr.

' ,

.

,

.
. TO

Curriculum development at California State,Colltge, Stanisladti.$ a joint, coordinated effortof:_the
. departments, the aced is deans, the appropriate commititebs.ofthelacuity Senate, and the:Vice President;

made to the Academic enate, the Vice President for Academic Affairs, the Piesidtnt of, tie College, and7
for, Academic Affairs; Major curriculum proposals are reviewed at each level htfote recommendations are

if:necessary, to the Officeof the. ChanCellor and the Trusties:
-

.

Initiating Action. Ainivi-dual ttudenti faculty-Members, academic; officer;`. curriculum commit
tee,.or an inter- departmental committee may deVelop suggestions fot new courses, new programs; changes in
existing courses and programs, or deletion of existing courses,or programs.

Agt.a,
. .Department'Approval. If a proposal comesfroman individual, it .should be:submitted to:the appropriate

department. The department chairperson will develogmmaterials to support the proposal and prepare:the
necessary forms available in the office of the School Deans. The departmenfohaitperson will thensUbinit

*their recommendation to the:School Dean. .- . .,

- -

. . .
.

. School: Deans' Approval.- The School Deanfs) reviews the broader consequences:of the proposal; such as 1--
effect upon contribution to existing curricula, increase or decreasein FTE, staff requirements tedCher,
eduCation implicationt, need for special facilities and equipment,:and inter-school relaiionships, S..

.
,...

C' .,Roles of Deans and Senate C
'. tees, _It is expected that Committee, with the ,....,

help and resources of the 0 ice of 'the Vice President for Academic Affairs and the- Deans. SchooIs, will'
give their printipal attention to.the educational and professional validity and desirability of the sug-
gested changes. The Deans.' offices Will-also assist. the senate committees to help accelerate the process
with background matorial-and presentation:

.

Senate Committee Approval.: 'the Educational Policies.Com
mitteewilfrecomme nd app rovaLo r rejection the :::'

Vice Pre'sident for Academic. Affairs or. Facu1ty. Senate, whichever is appropriate. If an approved prqposai, .'

does not require action by the Chancellor's Office or,the Trutteet, and it meets with the approval of the
Vice President for Academic. Affairt'and'the President, it wilf,be included in the next publication of thei,.
College Catalog. When changes are approved-, but not in time to meet catalog deadlines, they Maybe incotlo

.porated as part of the curriculum under special adiinistrative provision; .
.

'Faculty Senate and Presidential Approval. New ptograms,considered necessary for review by the Chandelidr't
Office or the Truttees will be forwarded the Faculty Senate by the Educational Policies Committee:

. . ,
.

-.0The Senate shall forward its recommendation ti2 Oe Vice President for Academic Affairs who inturn will
make a reCommbndatft,n to the President for-final action.. If approved, the President pr hit designeewill:
transmit thedocuments'xo the Chancellor's Office for action.

. ,

...

Academic Master Plan.. EadhCbllegea asked to submit a projection of neW,programtto the Chancellor's
Office for the next five -year period'. This projection is updated,eachyear.. The plan is Completedin thb
Office of the Vice. President for Academic Affairs with the recommendations'Of departments and schools.
The Educational Policies Committee and Faculty Senate are also aSked for their recommendations. Implemen-
tation of the programs is dependent upon the av4ilable resources.and goals of the -inttitution.

,

College Master Planning,.,. Consistent with the objectives of the CaliforniaState University and Colleges:,
in general, and California. State College, Stanislaus in partitular, the Vice President for Academic Aff-
airs, with the assistance of the Executive Dean and the Business Manager, develops and maintains a five
year plan for the growth.of instructional programs.% The five-year:plan- includes at least the' following
estimates for each of the nextfive years.:-,(1) degree and credential programs, (2) special instratienal-
programs, (3) ancillary progtams, (4) instructional services, (5) enrollment distribution for disciplines.
by levels:and types -of instruction; .(6) instruCtional Spades and facili$Aes, i.e., classtooms, laborator-
ies, faculty offices,,etc., and (7) support budgett in each' discipline -or program.

A : \0
.

Ptior to inclusion in the five-year academic, physical, and fiscal plans, aropriate documentation for
proposed new degree and credential programs., program changes, or options tortpprograms,'are to be submitted;
to the Educational Policies Committee and;; aculty Senate for their reVi ws-4nd recommendations to the
Vice President for Academic Affdirs. _ .
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RESEARCH AND SPONSORED PROJECTS

SECTION VII

. 0 .
In 1958; the StateiBpard of Educaiionr, then the responsible governing bogy for the activities of the
California' State bhiversity and, Colleges, adopted a general policy with respect to research at ffie..
California State University and Colleges in which it recognized researchas:"a fundamental task not Only-7:
of the scientist, but of the'teacher-scholar engaged in agy intellectual disCipline.". The.Bnard'identi=
fied several categories of research: (1) instructionally relevant research, (2) commUnity'Service
research, (3) institutional research, and (4) individual facUlty research. (The California State Univer-
sdty and Colleges Adminiatrativeidanuali Sections 3600 ff.)

--.

Faculty members are encouraged to apply.ler funds tog.support research, anti special projects. Help is
available through your DepOtment Chairperson and Schopl Dean..

. ;* .

Policy Guidelines. (CSCS President; 374/70) O.

1. Research or other program support projects generated by the faculty must be approved pxior to submis=
sion by the appropriate Departmental'Ehairperson, the Dean of theSchool, the proper official in the
Business Office1 the Vice President for Academic Affairs, and finally by thejteSiOent. .The simplest
way for these approvals to be obtained is by a signatory route-sheet Circulated with the proposal,in'
advance ofthe'submittal date- or the proposal. The Butiness Offide will also provide assistance to
the faculty member in the preparation of the, budget for the- project. It should: be understood that
prior to beginning work on a proposal the faculty member shOuld have appropriate discussions with
,;their academic colleagues,-chairperson, and any Others necessary to'insure a reasonable probability

.

of 'institutional approval.
.

:4 ,

2. The. project budget should, if at all possible, pay as i.saTery transferto their departMent an appro-
priate fraction of the faculty member's time which is to be ieleaSed for the project,Incases where
the funding agency will not do this, and time is to be releasecOfrel teaching duties to be used On the
project, this dollar amount should be clearly showh on the budget sheet as an institutional contribu,A
tien.

3. No additional compensation other than summer salary may be paid to either the principal investigator
or to any co-director of the project. Reasonable consultation fees may, on approval by the Vice
President for Academic Affaits,' be. paid to faculty members other than the investigatots of the pro-.
ject proViding that such compensation does not exceed $1,000 over the-course Of "An academic year.
In cases where consultation in excess of this dollar total is required of an individual, the
dual should be assigned to the pioject as an investigator on a released time, Salaty transfer basis.

4. No regular full time faculty member shall be assigned to more than 50 percent research regardless of
the funding capacity of the grant. This does not, of course, apply to the summer term.

a
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ACADEMIC REGULATIONS AND PROCEDURES

Te

SECTION VIII

The academic regulations of theoollege and many.of the procedures through which they are administered are
7 described the catalog. Members of the faculty should familiarize themselves with that material. The

discussion in thiS section is selected for purposes of supplementing, clarifying, and in some cases, re-
4-emphasizing the materials in the catalog.

The educational prOgram of the college is taught during 'the year with 'two semesters of approximately thirtf
teen weeks duration, a winter term of about four. weeks, a summer session and the extension program.

The academic calendar has two semesters, the first concluding by'-Christmas and the second concludes about
the first of June. A four week term is taught during the month of January. During this-four week period:,
students enroll in one course.

Summer Sessions:

Campus Sessions. The college offers a six week session and a three week post'session. A maximum of
one semester unit may be allowed for each week of attendance. .

Staff. The summer faculty,is selected to meetthe pariiCular aims of the program. Summer teaching
is neither required or guaranteed.' (See page 11)

D

Salary. The summer salary is based upon units-of instruction and rank. Six units is the maximum
, load for a six week session. A complete salary schedule is published under the schedule for State

_University and Colleges. (Section IV)

Extension:
.

Courses offered in the extension program are organized on campus as' well as off campus in communities
served by the college. The offerings include regularly eptablidhed courses as well as special
courses and workshops to meet, particular needs: Up to 24 units of such course work may beapplied_to
the baccalaureate degree, and up to.six units to.the Master's-degree. Extension courses do not carry
residence credit.
.
Staff. Instructors are-chosen from the faculty of California State College, Stanislaus, from other
educational institution's, or from the field. The Office of Continuing Education Cooperates with
school officials in the selection of a staff and arrangements of a program to meet the needs of a
combunity: (See page 11)

Load. Full -time. faculty members at the college are limited to teaching six semester units per, ace-
.aarq year in the Extension. Program-at ,a rate not exceeding three credits-per semester. (Handbook
Administrative Policies and Procedures for California State University and Colleges PrOldent. See
page 12, Outside Employment)

Salary.. Extension salary is based upon Units of instruction and rank. Current information on
ries is available in the Office of Continuing Education. (See page 12) o'

Standards of Off-Campus Instruction. (CSCS 1/17/63) Off-oampuS instruction shall be in a ordance With
the established objectives and standards for all instruction in the college, and more specifically the
following criteria Will4apply:

1. Off-campus instruction shall be planned so that it involves students in the study of basic princi-
ples and theory consistent with on-campus instruction.

v

2. Off-campus instruction shall be planned so that all aspects of-it are condhcted by fully quali-
fied personnel.

, 3. Materials used in oircampUs instruction shall measure up to the same standmrg set for materials
used in on-campus instruCtion:

4. When college credit is invollkd, the time devoted to instruction off-campus shall.at least equal,
the time requirementS that pertain to on-campus instruction.

30



Academic Advising and Registration. Each semester, students are required to meet with their academic
adviser AO plan a program for the coming term. An academic advising period of approximately three weeks
is scheduled as part of registratiod.. The adViter!ds signature is required for a student to complete

registration.

Registration. Registration is completed by mail. A student contacts his department for a Registration
Request form, meets -with his adviser and pays his fees,to complete the registration process The student

will be notified by mail of the study program after theequest hasbeen_prOCetted by the computer.

Class Lists. About the first week of instruction, each instructor receives from the Registry an IBM class
list for all students whp are registered in his diets. Class lists must be checked, very carefully by
faculty members to see that,there are no students who attend class` who are not on the list and properly
registered. If there are students who are attending-class and are not on ,the litt, these students. should
not beadmitted to the clits. Instead, they should be referred to the Registrar's.Office to ClarilY4eir
registration. After the end of thethird week, which is the official census date, a roster is sent't.O:the
instructor listing all of the students officially enrolled as of that date. , Students are also informei0.
their official registration by mailing of a study list': Near the close of the term' instructors receive

another class. list or grades. The list must be returned by instructors ta.the Registrar's Office within
72 hours after the final examination'in each course.

. .

Changes. f Programs.- If a student officially changes his program, either drops or adds a classy the
. instructor should make arecord-for his information. At the end of the third week he will receive an offi-

cial enrollment list.

Adding a'Course. A student may add a course to his Official. Program anytime ring the dates shown in the

academic calendar. The student must secure an add card from the Registrar's 09ffice, secure approval, and .

file it in the Registrar's Office before the deadline for adding glasses.

Dropping a Course. A student may drop a course during-the dates shown in the academic calendar by filing a
an approved drop card in the Registrar's Office. The date of validation by the Registrar on the drop card
is the. official date of dropping the course.

During the dates shown in the academic calendar, students may withdraw from courses without academic pen-
alty. After the last date to withdraw a student is responsible for completion of the course in which he-
is enrolled. Where extreme circumstances beyond the student's control make withdrawal either from a
courte(s)_or from the College necessary, and where continued enrollment would unduly'penaliteithe student,
the student may petitiion for an eaceilition to the regulation. A grade of W is assigned to l'Ese courses.

-Withdrawal from College, A.student who wishes to withdraw from the college should obtain a withdrawal card

from the Registrar's Office. The completed withdrawal card must be filed in the'Registrar's Office. A
grade of W is assigned to each course when a student withdraws from College. The date of validation by
the Registrar will be the official date of withdrawal. The action necessary by the instructors is

explained pn the withdrawal.card.
i

Grading Standards. Students are goaded on a five-point grading system, A, B, Ce D and F. The grading
optfons which have been assigned to individual courses by depattments are CR/NC; A, B, C,NC; A, B, C, NC
with student option for CR/N4 A, B, C1 D,F or student option of CR/NC and A, B, C, 11; F. To qualify for
a baccalaureate degree, a student must maintain an average in all his graded courses of-at least equal to
a "C" grade (2.0) bethe five-point system. Probation and disqualificatr is based on a system of prog-
ress points which assesses the progrets a ttudeni is making towards comp etion of his degree' objective`.

w Further information may be found in the college, catalog.

Credit/No Credit Grading/ liny student not on probation may elect to be graded on a "Credit/No Credit".
(CR/NC) basisAo approvid c5urset.

2 student must notify the course instructor in writing of his election of the credit grading system by
e Last Day to Add a Course. Request forms are available from instructors duriqg the first'week of'.

classes.

The "Credit" (GR) grade is earned for "C" work' or better ("B" for graduate courses) as judged by the
instructor concerned. "Credit" and "No Credit" (NC) grades will have no affect on grade point average,
but will affect progress points. Each department determineethe.maximam-number of CR units which may be
applied to degree requirmments. A maximpm of 40 semester units with "Credit" (CR) grades may be applied
toward a baccalaureate degree. No more than 8 semester units of CR/NC may be applied in a given semester
toward a baccalaureate degree. t

Final Examinations. Final examinations in all appropriate courses are administered during the period and

at the time published in the Class Schedule. ,
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Grades of Incomplete.. The grade of "Incomplete" is used only whenthe student has done passing.work, b or
better, but because of circumstances beyond his control has failed to complete the required work of the
course. It shobld never be used to: 4(a).givea failing student an opportunity to re-do unsatisfactory
work or complete additional work; (b) give a student more time to complete his work when the reasons for
his, delay have been within his control.

Improvement of Grades. 'Courses may be repeated and only the most recent grade earned will be used for unit
credit or grade points. "This policy effective Summer 1973, shall apply only to the first four courses.
repeated. A student must file a Notification'of Repeated Courseform at the admission and Records Office
for each course repeated to have only the most recent grade counted in his grade point compUtation., 7

11

. Reporting Grades. At the end of each term, instructors are required to submit grade sheets to the Regis-.
trar's Office within 72 hours after each final examination.

Individual Study. Upon certain conditions set forth in the college catalog, a student. may carry a course
individually under guidance of an instructor. Studedts may apply for such permission upron formsobtained .

from the department' secretary and obtain the chairman's and instructor's signature. Instructors are udder
no'obligation to 'carry students on an individual study plan.

A student must registej in the same manner for individual study as for any regularly scheduled course.

Credit by Examination. Qualified students, registered in the college, may seek credit by examination in
lieu of any course listed in the college catalog. Procedures are litted.in the college catalog. Enroll-
ment in a ceiurse to secure credit by examination does riot count. as an excess unit load.

Class Attendance. Students are expected to attend all of their classes regularly, and it is the students'
responsibility to inform their instructors of the reason why they miss classes. The instructor is the
judge of the validity of tile reasons for absence and of what arrangements, if any, can be provided, for the
student to make up class work.

ti
Plagiarism. Each faculty member who requires outside written work as part of class assignments should
carefully 'define for hip students the mewling of plagiarism and outline for them. the proper methods of(
using outside sources of material:

Procedure if Cheating is Discovered. If cheating or plagiarism are discovered, each instructor should
handle the situation appropriately and as part of his regular classroom responsibility. When there are
exceptional or difficult cases, instructors should report the incidents to the Office of the Dean of
Student Services for appropriate action.

3
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All-forms for. petitions
Records Office.

Classification of. Student Petition/Request
(and Selected Administrative Processes),_

and requests are available in the racks on'the wall opposite the Admissions end. G

Type of Petition /Request /Process Recommendation Approval

1. Individual requests for exceptions tO CSCS admis-
sions requirements (within legal authorization):

a) E.O.P.

b) Applicants sponsored by Department's or other
campus constituency

2.' Request for admission under "hardship" admission
conditions

3. Requests for admissions quota exceptions

4. Application for admission to the College as a
high school advanced placement student

5. Petitions for reinstatement after disqualification

.

6. Withdrawal Erma. the College.

7. Request fOr leave of absenc

8. Declaration or c kange of odu
al ob ectives

9. Advisement clearancefor registratiOn:
Proposed courses for enrollment

10. Petitions regarding registration and records
(within legal authoilzation:

a) Failureqo meet administrative deadline

b)' Change of studentt' registration

c) College-wide graduation requirements

11. Exceptions to General Education requirements
p (within legal authorization)

12. Petitions concerning major/minor program, or
other departmental requirements

13. Change of official program: add or drop
course on official program card (before deadline)
(after deadline)

14. Petition for excess unit enrollment

15. Request for Individual Study course

16. "Requests for Individual Study-Winter Term

17. Change of Grade

S

Director of E.O.P/
Director of Admissions

Department Chairman

DirectOr-,of Admissions

Director of Admissions.

High School Oficial

'

Major Adviser & School
Faculty Committee

Major Adviser
.

Major Adviser

epartment Chairman of old
epartment or old Advisor
(acknowledgement only)

Student
r

Major Adviser or Instructof
and Registrar

.(same-as above)

(same as abovp)

404ajor Adviser and Director
of.Admissions

'Major or Minor Adviser

Major Adviser

Major Adviser

Major. Adviser

Major Adviser

Major Adviser

Assume School Dean for Department of students major adviser,
non-matriculated students. 33

29

Special Admissions,
CoMmittee and Vice
President

School Dean

'iceice President

Vice President

Director of
Admissions

School Dean or
Division Chairman

School Dean or
Dean of Students
(exit interview)

Registrar

Department Chairman
of new major

Major Adviser

School Dean*

School Dean*

School Dean*

School Dean

Department Chairman

Major Adviser
School Dean

School Dean

Instructor
Department Chairman

Instructor, Depart-
ment Chairman

`Instructor, Depart-
ment Chairman
(information only)

4
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SERVICES FOR THE FACULTY

SECTION IX

This section briefly describes services provided to the faculty by-the Library, Audio Vistal Center, :
Computer Center, and some services of the Business Office. Additional information about services of the
Business. Office are-found in the College Manual'.

LIBRARY
of

A manual describing the holdings of the Library,'the physical arrangements and the hours of opening is
available at the circulation dusk located on the secondfloor of the Library Building. All collect1ons
of the Library are centrally housed in the Library Building. (Appendix K)

Borrowing Privileges. Library books usually circulate for the entire term. Members of the faculty,
however may,retain until the end of the year books borrowed for use in connection with their courses unless'
they are neoded by another reader. Publications in great demand may be 'rancid by.the Librarian at any.
time.

Special borrower's cards may be issued upon request to visiting scholars.

Reference Seryices. Librarians are available atthe'rdferende desk to assist students and faCillty in the
location and use of resources of the Library; to compile brief, selective bibliographies, and to provide
group instruction-in the resources of the Library in special fields: Arrangements for library instruction
may be made by calling the Head of Public Services (Ext. 232)..

-'

Reserve Books. At the request of afaculty member the Reserve Book Service (Ext. 234) will place books
reserve forstudentuse. ForMs for reserving books maybe obtained- on request at the. circulation desk.

Interlibrary Loan. Book's may be obtained through interlibrary loan by faculty members and stldents,
Interlibrary loans are handled at the.circu.lation.desk (Ext. 234)'.

,

Ordering Books and Periodicals. Library.books may be ordered at any time during the year from the.funds
allocated to each department. A faculty-member should consult his department chairman concerning the
allocation of book funds and the handling.of book orders within the department. 'OrderAFards may be
obtained from department offices or from the Acquisitions Department of the Library....ff more than one.
copy of an item is desired, the need should be stated,

A.
,

Each faculty member is notified when his boOks have been received and'ciataloged. New periodical titles
should be requested on special cards which,, ay bo obtained in the Acquisitions Department.

Regular LArary Hours, Fall, Winter, andSpring Terms

7:30 a.m. - 10 p.m. .Monday riursday
7:30 a.m.' S p.m. Friday

9 ,a.m. S p.m. Saturday
.9 p.m. Sunday

AUTOMATIC DATA PROCESSING

California State College, Stanislaus'has a Honeywell H200.witi) 40K memory, 2 disc drives, 650 lines per ,
minute printor and 450ward per 'minute reader. -This computer is used for most institutional computation,
as well as a terminal for transmission to the State University Data Center at Los Angeles. The adminiaN
trativo processing and work requiring alarger computer are all processed in the State University Data
Center.

There are two interactive timesharing terminals utilizing a computer at California State University,
Northridge. Three terminals located in the Science Building, Classroom Building and the Computer Center
are used for access to the timeshare system.

34
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Plans have"heen formulated and acquisition should be complete before the end ofithe 1975-76academic year
for additional equipment for the Honeywell H200 to process most of the campus requirements locally. A
PDP1145 minicomputer should be installed by December of 1975. This system will provide at least eight
interactive time sharing terminals, a Textronic graphics.terminad and other hard4are and software for maxi-
-mum utility of the system. Terminals will-be located in the Classroom Building, Science Building and
Library Building.

AUDIO VISUAL CENTER

The Audio Visual Center is locatd4....1n Room C123 of the Classroom Building! It is open foAservice 'Monday
through. Friday from 8-a.m. until 5 p.m.

Loan Procedures.. Available for on-campus instructional Use-by faculty and authoriied students are the
following types of equipment and materials: motion picture projectors, film loop projectors, opaque and
overhead projectors, filmstrip and slide projectors, reel to reel and cassette tape recorders, phonographs;
screens, television,canera-monitor-recorders, films, filmstrips, audio Ad video tapes. Booking of mate-
rials is on a first-come-first-served basis. Faculty members should reserve selected material's suffi-
ciently in advance to assurovailability. Equipment which is checked out for counter loan should
be'picked up at the Audio Visual,Center. A 'signature of the person responsible for the use and security of
the property is required. Limited amounts of equipment are used on semester loan to departments which have
procedures for Handling and security. All films and equipment are to be returned to the Center by the due-
back date.

Materials Not in., Center. Films not listed kl the Audio.Visual Center catalog should be ordered at least
three: weeks before they are to be used to assure availability; Rentals can be requested by compleVing'the'
Film Request Form. It must be signed by the department chairman before a film rental Order chn be issued
by the Audio Visual Center. Individuals who request films directly from rental sources without following
these procedures will be personally responsible for any rental dharges incurred. Notificatiqn will be sent
by campus mail when films arrive or when availability, is confirmed.

Selection of Materials. Personnel of the Center are on call 0 assist faculty members and students in sel-
ecting and using audio visual materials and equipMent. Catalogs of all films and filmstrips in the Center
will be made available to,each member of the faculty, and will he. in the department and the library.
Information on audio visual materials available through other sources can be obtained at the Center's Ref-
erence Desk.

Equipment Services. In

the following services:

1. 'Delivery and Pick-Up
opaque and overhead

order to assure availability, a twenty-four

This includes the delivery and return of
projectors, phonographs, and tape recorders

operate the equipment.

hour notice'is generally required for

motion piciares, filmstrips, slides,
.r The instructor or a student must

2., Equipment Set -Up. Equipment may be sot up ready to operate, if so requested.

Faculty Coniultation. Center personnel are available to consult with campus faculty in the solution of
instructionaycommunication problems. 4

1 4

SERVICES UNDER THE BUSINESS. MANAGER'S OFFICE Ae

The Buslless Office of the College provides services in support of the academic program of the.int4ution,
Some of these services are outlined briefly in this section. Additional information may be found'in the
College Manual.

SUPPLIES AND EQUIPMENT.

Supplies. A central supply room faob office and classroom supplies is maintained in the Corporation Yard.
Supplies withdrawn from the supply room will be charged to the appropriate administrative office or
instructional unit. Supplies may be obtained by sending a requisiti to the supply room signed by the
administrative officer concerned. Telephone orders cannot be accepted. The supplies will be delivered
each week. `si

Supplies not carried in the college supply room must be requested on purchase rdqUisition, approved by the
administrative officer concorned. Thirty to forty-five days should be allowed for delivery of orders cost-,
ing over $50. "Confirming purchase orders" cannot be accepted or approved for payment. Faculty and staff
members will be financially responsible for materials or services requested directly from vendors without
first obtaining an authorized purchase or sqrvice order from tile College. Business Office,,,
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t Equipment. Equipment needs should,beanticipated one year in advance for inclusion in the support budget.
itirith the approval of the Vice Ptesident for Academic Affairs, substitution of items'other than those sub..;
mitted for the budget is possible. ,A

. f

Repair Services. Services for the repair of equipment must be requested through the College Purdhasing
Office by a purchase requisition.

Typewriters and other office machines requiring service should be reported by telephone to t Purchasing.
Office, Ext. 243. -

Alterations of Offices or Classrooms. All instructional spaces and offices on the campus are under the
jurisdiction of the Vice President for Academic Affairs. Any request to modify or change the bxisting
conditions in these spaces must be submitted through the school dean and department chairman fot approval
by theVice President for Academic Affairs.

All rooms arc inventoried by function and reported to the Office of the Chancellor. Consequently, if such
a request is received it is teviewed by the Vice President for Academic Affairs, the Business Manager, and
the Executive Dean to determine what effect it will have on academic planning, facility planning, and
budget planning.

Student Assistant Funds. Each department receives a student assistant or tqmpdrary help allotment and-
faculty members may employ college students on an hourly wage for certain types of work. The use of stu-
dent assistants for these assignments can beauthorired by prior approval and allocation from the depart-
ment chairman. Each School, departnibnt, or faculty member must remain within the allocation, and no stu-°
dent assistant should,be allowed to work "less funds are available and committed to.cover his full salary
renuirements for that period.

Faculty members who haVe occasion to engage students should obtain information on payroll piocedures from
their department office. Student assistants must sign a 1 alty oath prior to the first day of their
initial employment and again the firsttime they are dmplo ed after September 1st of each succeeding aca-
demic year. The Loyalty Oath must be signed in order eith to hire the student or to pay him. Full time
nonsacademic employees of thecollege shall not be paid add]. ional compensation from student assistant
funds for overtime or other additional work.

Travol.Funds. Under the direction of the Office of the Vice President for Academic Affairs and subject to
the regulations of the State Department of Finance ad the Ttustees, travel funds are available to the
faculty for both in-state and out-of-state travel to conferences and meetings ofa professional nature.
Employees who attend conferences at their own expanse must also secure official approval for travel on
state time.

Procedures. person desiring to travpi=ft State funds should complete the official forms, after consulta-
tion with his deportment chairman or administrative superior. The School Dean will give asvistance or
advice in completing the forms upon request.

Early Submission of Forms. To avoid problems, it is essential that travel requests be submitted td the
department chaignan or administrative superior as far in advance of the, proposed travel'as possible.

Limitations. A summary of state regulations regarding expenditures for travel and lodging when attending
conferences follows:

1. Permission for out-of-state travel is requried to afford the traveler protection in case of disability
or accident. Pr or forms.must- be completed through the departmont,and School of the Vico President
for Academic Affa

2. Proper forms must be completed for ravel in-state, if the registration fog:txceeds $15, or if more
than two persons are attending the same meeting. These forms must include .a brief statement of pur-
pose o the professional benefit to the college, and information on the organization calling the
confer once.

Reimburse ent. To secure reimbursement of feds, a regular travel claim voucher (obtainable from the
applicabl school or department office must be submitted to the departkant chaiiman for approval and then
to the B iness Office. Assistance in the,completion of this form 'nay be obtained by calling the Accoun-
ting Offi e, Exti 440,

Use and Op ration of State Owned Cars. Several state owned automobiles are available for use by the -0.

faculty in the performance of official business of the college. The cars are reserved by completing a
'travel request, specifying the travel to be performed. If no car is available you will be notified.
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State regulations require that each person who drives on official businesOemplete a "Defensive Driving
Course" every two years. Inaddition. any employee who drives on °Him]; business, using a state car or
privately owned vehicle, must possess liability insurance ($15,000 - $30,000), property damage insurance
($5,000), and A valid California drivers license.

Campus Parking. Under existing state regulation, any employee desiring to park on the campus will be
requAr410 to fay*a fee of $13 per semester and'A fear winter term. Reserved parking spaces are also avail -
abl for $8 per month. Payreirdeduction maybe arranged for parking fees on an annual basis only. Campus
ecurity officers, duly deputized with the autherity.to issue citations -.for unauthorized parking are on ,

contieueUS.patrol on the Campus.

Telephone Service. For infermAtion concerning the telephOne system for lo'cal and long.distance calls con-
sult the telephone directory or your department secretary.

Mail. The college maintains a tral mail service for the purpose of consolidating all/pail activities
and procedures All mail add esse to the college is.delivered to California State College, Stanislaus
each morning. All mail received is orted and delivered the same day. All mail is dispitbhed to the U.S.

1,..Ps

Post Office in the afternoon. gIn order to make this mailing, the items should be at the building mail
center not latgr than '3:10 p.m. ".

A

Faculty.and staff are requested to have publishers, correspondents, and others using themails to forward
all PERSONAL mail to their home address. The college mail room cannot be staffed to render personal mail

..

0 service. -

In accordance with current directives, all postage used by the college will'be affixed to the mail by a
postage meter. Purchase of postage stamps may be made only for emergency purposes;

Keys. Facultmembers and administrative officers are authorized a key to the office and the building in
which they are located. Requests for keys should be submitted to the Personnel Office after they have been
Signed by the Department Chairman or the Department Head; Key request forms are used and most include they
name of the individual to whom the keys will be iss6ed and thetuilding and room number for which the key
is required. The Personnel Officer will obtain necessary keys from the Chief of Plant Operations and
notify the secretaries when they are available. Normally keys will be available within two working days!
When keys 4re issued, a receipt must be signed by the individaul who is authorized the key.

Keys are issued to college employees only. Normally keys are not issued to student assistants. Requests
for exceptions to these policies will be referred to the College Business Manager..

,

Loss of Keys. Lost keys shoulde reported immediately to your immediately to your immediate supervisor
and 'College Security:

On Separation. Staff members separated from State service must turn all keys in to the Personnel Office
before final clearance is granted.

Use of College FdEilities. The instructional program has first priority in the use of college buildings
and facilities. Professional societies,. educational groups, and on-campus student groups with which fac-
ulty members are associated may use the facilities of the college for meetings, conference, exhibits, and
other,events.provided such use does not interfere With instruction. Regulations governing the use and
scheduling offacilities are found in the College Manual.

4.

POLICIES AND PROCEDURES RELATING TO 'SPECIAL EVENTS AND OUTSIDE SPEAKERS

.Delegation of AuthAity. The President of each college is responsible for the educational effectiveness,
academic excellence, and general welfare of the college over which he presides.

He may delegateAkdeputize any of his functions to executive officer, faculty members, or student organi-
zations or agentiWorovided this delegation does not remove final authority and responsibility from him.

The Trustees at their January, 1962 meeting directed the colleges to continue or develop the policy most
Appropriate tothem to assure that outside speakers brought to the campus will contribute to educational
values, that is the pursuit of truth and citizenship values, and not be brought in for propagandizing pur-
poses. Reports on the foregoing will be given to the Trustees from time to time.

It should te understood by all designees (Vice President for Academic Affairs, Dean A Student Services,
BUsiness Manager, Student and/o*,Faculty Committees) that approval of any speaker or event which could
lead to a disruption of normal college functions should be brought to the speCific attention of the Presi-
dent for approval.
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aPolicies and Procedures for Speci ') Events. A special event or program is any event sponsored by theicol-
lege or any officially recognized college organization, apart from a classroom exercise, which is opeit to
the college or the general community, on or off the campus.

It shall be the policy of California State College, Stanislaus te'sponsor a'Ilaried program of special:
events, such4as lecturers, films, concerts, drama exhibits, etc., which contribute to-cultural and intel.
lectual growth and which supplement the instructional program. Such'events shall belliponsored-by an ..
Official recognized-college'organization.

After ap royal of a special event by the President's designees listed berow, the sponsor of that event
shall as e responsibility for making all th arrangements, Including scheduling of the time, place, and
manner 'in he Student Services-Offices, listin og the event & the Master Calendar in the President's.
-Office,' negotiation of a lecture contract thr ugh the Business Manager, supplying material to the Director
of College Relations, etc. , ,

,
.

_
-. \

--.

1. Vice President for Academic Affairs - in case of faculty organizations such as the Special Events
Comdittee.

Dean of Student Services - in case of activities sponsored-by Associated Students or other student

'
clubs or organizations.

VL.
lr

A' Business Manager - in case of non-academic organizations.
.11s.

Policy. California St-ate College, Stanislaus is dedicated to the principle of free inquiry and therefore
encourages an open exchange of ideas and a critical examination of various points of view. /

The college also realizes that it has a responsibility to insure that inquiry is conducted in such a ginner
as not to interfere with the objectives of the institution, namelz,. the open-minded, objective evaluation
and dissemination-of knowledge.

In accordance with established procedures, outside speakers or performers may be invited to participate.in
public events if sponsored by officially recognized college organizations. 'If such speakers are candidates
for political office, equal opportunities shall be available, to Opposing candidates. Organizations issuing .
invitations should do so with the object of furthering the princip4isuf free inquiry and sound learning.

,

Controversial speaker S must agree to answer questions.
.

When speakers are invited to address regular classes'or professional meetings, to which in either tase the
public is not invited, those who invite the speaker are expected to adhere' to. the spirit of this policy.
However, in such cases the only procedures be followed will be the usual ones for the use of campus
facilities, (e.g., special room, audio visuaf equipment).

. S
'cedures. An officially recognized college org ization may invite a speaker to the campus after tom-

rig the following steps:

1. Scheduling the time, place, and manner wi h the Student Services Office.

2. Securing the approval of the President of the College or his designee, such designee to be the
same as listed on preceding page.

Special Events Committee. The Committee shall pla and publicize special events d programs in order to
enhance the educational and cultural program' of th college.

N
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DELEGATION OF AUTHORITY AND RESPONSIBILITY

*(Approvedhy the Trustees of the California State Colleges
on August 4, 4961)

In-deneral, the making of policy is regarded-as appropriate to the Truste
therefore becomes an administrativefunctionas directed'by policy,
Office. .'

Maximum delegation of responsibilities is of the essence, if we- ax r(a) to release responsIble initiative,,
discovered within the colleges, and (b) prevent. the groWth of unnecessary hureaucrscy in.thi, State College:
SYstam. Supervision thouldle exercised primarilYthrough,cOnsultation,: Lego/ responsibility, whiCh.dan
net be delegated, should be safeguarded-through the devises'of supervision, report, and audit, ;together

'with necessary rule4and regdlations. -

the execution, of policy
t be carried oui.hy the Chancellorl.

'1, ,

I

Effective September 16, 1961, or as.soon thereafter'as possible, and in accordance h legal requirements
delegation of function to the Colleges"he made as follows: .

,

.

/.,A) In Academic .Affairs . * .

..4 b. ".

i) At each College,,the'President, using democratic processes wh involve fatulty consults- .,

tion in policy-making is responsible for-originSting:Curriculy and instructional plans and
processes(within the autho4tations apprOved by thepTrustees) and fOr initihting inquiry

i .,

and study regarding plans and1766eStes-for curricula and instruction not previously-
approved, with aview to makineredemdendations to -the TrUstees throughthe'Chancellor.

. *

ii) At each College, the President, bi,a6ordanawithAemocratic procedureswhich:invoke-the- :,

Judgment of faculty. members whp are peert:or superiors in academic status of.individdals "

under consideration,,and.Wconforaity.With policies enunciated by,the Trustees, and direc,7 -
.,,tiveft from the Chancellor, and acting fiscal:abilities is responsible. .- .

,
.

(a) for'. all initial appointments to the instructional staff. ',,.."
. :

, .

.-.

(b) fOr all reappointMent3 to the.instrUctional staff whiCh,do not confer tenure, and
. ..

, .
. , .

(c) for all recommendations to..thOChancellorfor prOtOtion, or'disCiplineof instructimna
..... staff, aswell as : ., ..

....%

.
. .

for recommendations tothe Trupteetthrough the Chancellor,fof'all instructional' staff-,:
appointments which confer tenure or which are ,concerned with'. the dismissal ortenured

-,

staff.
my

. .

.. .

. .
. .

iii) At each College, the President is respontible for all appointments-to/administrative pest- -'
Lions (including persons who also have status in the instructional staff and Whotherefer
tome under the provisions of the preceding paragph with reference to their instructiehai.:

'.

staff status), and forskl appointments of nonacademic,staf4 tubject tolpolicies,;enundi',-,, .-.,

,c.: litid by the Trditees or directives issued by the ChanCellor andSubject to fiscai,dbility;

B) In Fiscal Affairs
0 . 4

i) At each College, long-range planning for ed4cational,purposes it to Wncontinuous process' -,

,k ,

under advice and consultation provided by"the Chancellor .SOfffce, with the cOital.and
operating implications continuously developed and kept currently valid and translated into
priorities fOr 'submission to the,Chancellorts,Offree.

. rwl.-
.

1 .
...

ii) A College, the President has,qemplete-respoOsibility for administering fistat and 't
. , . bus ss affairs, under established fiscal controls, with the advice of4ho ChanCellorcs

Off e, and subject to audit.
No s, .

. .

p .
A

. C) General: 1
.. .,

); i) The President of each.College is responsible for the edneational effectiveness cademic

. ,

. , .

excelleqce, and general welfare of the..college over which he presides, and,in. rrying Out
this responsibility. , .

.

....--.

.

,

(d)

40
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. He may delegate and sleputize any of his functiont to executive officers, fkulty tem,
berS, or student organizations or agencies, prov4ded.this Oelegation does not remove
final authority aUdtetponsibility for him; and in carrying out such delegation.

He may advise and consult with the faculties under his furisdiction and with the
students ,Whis college._

-ii) At each College there shall. be established, in-accordanCe-With policies to be enunciated by
the trustees (and in the interim, procedures established by'the Chancellor), proeedures for
reviewing and settling grievances concerning personnel and concerning aCademic and profess
sional matters.

.

iii) At each College, there shall be established a Faculty SenatelorLCouncilith such powers
and duties as.the 'Trustees may-in-each instance approve.

. . : .

. .
. .

iv) All .powers and functions not 'expressly 4elegated to the several Colleges are reserved to
the Trustees of the California State Collages. ./

61, TI

- 4 I
" Effective July 1, 1961, delegation of functions to the Chancellor be made as follOws:.

.

A) That the ChanCellor be responsiblofor and have Authority to make appointments of all personnel

in the Chancellor's Office except Vice Chancellors, whose appointments are to be made by the
Trustees on recommendation by the Chancellor;

B) That the Chancellor be responsible for-and have %uthorityto establith the organization of the
headquarters (Ghancellols),Office and for all., perations carried on by that office, subject to
position classifications and salary levels approved by the Trustees and ilLacCordanoe with
policies establlished bythe Trustees.

III
. -

, . .

All powers and functions not expressly delegated to the,several colleges 'and the Chancellor in his action,
or in specific delegations already, n effect, are explicitly reserved to the Trustees of the California
State Colleges.

4
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. AMERICAN ASSOCIAltiON OF UNIVERSITY PROFESSORS' STATEMENT
'060N GOVERNMENT OF COLLEGES AND 'UNIVERSITIES

(Approved by the Trustees of the California State Colleges
on October 27, 1968)

The Academic Institution

The Facility. The faculty has.primary responsibility for suchfundamental areas_as curriculum, abject
'matter and methods of instruction, research, faculty status, and those. aSpects'Of studentlife which relate'td the educational process. On these matters the power of review or final dedision lodged in thegOverning I,
b and or delegated by it to the president should be exercised adversely only in exceptional circumstances,
d for reasons communicated to the faculty.. Iris desirablethatthe.faculty should, following such(4communication, have opportunity for further consideration and furthertransmittal of its-viewa to the

president or board.)LBudgets, manpower limitations, the time and the policies of other groups,
bodies and agencies Raving jurisdiction over the institution may set limits to realilation of faCUlty
advice.

The faculty sets 'the requirements for the degrees offered in-course,:determines when the requirements have
been met, and authorizes the president and board to grant the degrees thus achieved.

.

-
.

. .

Faculty status and related matters ie.prmarily A,faculty responsibility; this area includes appointments; -:

re,-appointments, decisions not to reappoint, proMotions the granting -of tenure, and dismiaaal. Thop.pri-
mary-responsitility of-the faculty for such matters is based upon the fact that its judgment is central to:-:
general educational policy. Furthermore; scholars in a particular. field or -vity have the chief coMpe7-
tent() for.judging the work pf their colleagues; in such competence it is licit hat responsibility :--exists for both adverse and favorable judgments. Likewise there:ia the more general Competence of experi

. enced faculty personnel committees having a broader charge. Determinations in these matters should first
'be by faculty action through established procedures, reviewed by the chief academic officers with the.

other matters where. the facult5r has primary.responsibili y, concur withthe faculty 3Udgmentexcept in

concurrence of the boatd. The,governing board and president should, on question of-faculty :StatusAas in

rare 'instances and for compelling reasons which should be stated in detail.

The faculty should actively participate in the 'determination of policies and procedures governing salary.
increases.

_ I °

The chairman or head of a-department, who serves as theAllef representative of his department within an
institution,, should be selected either by departmental election or by appointment following consultation
with members of the department and of related departments; appointments should normally te in conformity
with department members' judgment. The chairman or department head should not have tenure in his office;
his tenure as a faculty member is a matter of separate right. He should Serve for a stated term but with-
out prejudice to re-election or reappointment by procedures which involve appropriate faculty consul-
tation. Board, administration, and faculty should all bear in mind that the department chairdan has a
special obligation to build a Be artment strong in scholarship and teaching capacity.

.

Agencies for faculty participa n in the government of the college or university should be. established at
each level where faculty responsibility is present. AT agency should exist for the presentation of the
views of they whole faculty. The structure and procedures for faculty participation should be designed,
approved and established by joint action of, the components of the institution. Faculty representatives
should be selected by the faculty according to procedures determined by the faculty.

The agencies may consist.6f meetingrof all faculty members'of a department, school,' college, diviaion or
University system, or may take the form of faculty-elected executive committees in. departments and schools
and'a faculty-elected senate or council for larger divisions or. the institution as a whole.

Among the means of communication among the faculty, administration, and governing board now in use are:
(1) circuldtion of memoranda and reports by board committees, the administration,.and faculty committees,
(2) joint ad hoc committees, (3) standing liaison committees, (4) membership of faculty memberammn adii-
nistrative bodies, and (5) meMberShip of faculty' members on governing boards. Whatever the channels of .

comMunication,:they should be clearly understood and observed.
.s
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On Student Status. When students in American colleges and universities desire to participate responsibly in
the governMent of the institution they attend, their wish should be recognized as a claim to opportunity
both for educational experience. and for involvement kh the affairs of their college or university. Ways
should.be found to permit significant student participation within the limits of attainable effectiveness.
The obstacles to such participation are large and should not be minimized; inexperience, untested capacity,
a transitory status which means that present action does not carry with it'sub$equent responsibility, and
the inescapable fact thst the other components of the institution are in a position of judgment over the
students., It is imporgnt to recognize that. student needs are strongly related to educational experience,
both forMal and informal. Students expect, and have the right to expect, that-the:educational process
will be structured; that they will be stimulated by it to become' independent addlts, and that they will
have effectively transmitted to them the cultural heritage of the larger society. If institutidnal atoport
is to,have its fullest possible meaning it should incorporate theistrength, freshnessof view, and idealism
of thE- student body.

The respect of students for their college'or Uj.versity can be enhanced if they are given at ledst these
opportunities: (1) to be listened to in'the classroom without fear of institutionalreprisal for the
substance of their views, (2) freedom to discuss questions of institutional policy and operation, (3) the
right to academic due process when charged wit sous violations of institutional regulations, and .(4)
the same right to hear speakers of their own eas:iS enjoyed by other components of the institution.

a

4
AS

a.



APPENDIX B
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CONSTITUTION OF THE ACADEMIC SENATE
OF THE OALIFORNIA.STATE UNIVERSITY AND COLLEGES

(as amended through January 21, 1965)

In order to provide for participation by the faculties of the California State University and Colleges
the formulation of systemwide policy relating to the Colleges, there is hereby created the Academic.
Senate of the California State University and CollegeS.

f

Section 1. PURPOSE

ARTICLE I

(a) It shall be the purpose of the ACademic Senate of the California State University and Colleges
to serve as the official voice of the faculties of the California State University and Colleges
in matters ofaspiemwide concern; to consider matters concerning systemwide policies and'to

..

make recommen ations thereon; to endeavor to strengthen the senate and,councils of the several
colleges; and to assume such respoAibilities and perform-such functionscas lmay be delegated
to it,by the Chancellor of the Trustees of the California State University and Colleges. '44;

- ,

(b) The Academic Senate of the California. State University and Colleges shall have no authority over
those matters delegated to the individual colleges by the ChanCellor or by the Trustees;and
nothing in this Constitution shall be construed to impair the rights of senates and cOuncils
of the several colleges to communicate through appropriate channel's with the Chancellor and the
Trustees:

(c) All recommendations of the Academic Senate of the Wifornia*State University and. Colleges shall
be addressed to or through the Chancellor.

,

ARTICLE II
,

. 4
'Section 1. ELIGIBILITY TO VOTE FOR REPRESENTATIVES

All members of the faculty'at each college shall be eligible to vote for representatives to serve in
the Academic Senate. The term faculty shall mean all personnel at.the college with fullrtime'assign=
'ments in teaching, research, administration; and other activities closely relatedto the educational.

gr , or a com on o these. The senate or council of each college shall determine, in a
manner consistent with policies adopted by the Trustees, which adMinistrative and other positions are,
closely related to the educational program at the college. The termsepate or council of each
college shall mean the elected representative body.established at each college by the faculty of the
college.

Section 2. ELIGIBILITY TO SERVE-AS A REPRESENTATIVE

Only those persons eleigible to vote for representatives shall be eligible to serve as representa-
tives, provided:. that the faculty of a college may, in its discietion, establish additional require-'
ments for eligibility to serve as representative of that college.

Section 3. MEMBERSHIP

MemberS of the Academic Senate shall consist of:

(a) two members elected from each college with less than ten-thousand full- ime-equivalent
enrollment.

(b) three members elected from each college with More than ten-thousand full time-equivalent
enrollment, but less than twenty thousand full-time-equivalent enrollment.

(c) four members elected from each college with more than twenty-thousand full-time-equivalent
enrollment.

.(d) the Chancellor or his representative as an ex-officio member.

For purposes of this section, full-time-equivalent enroilment,shall.mean the average annual total full-
time-equivalent enrollment reported for the academic year in Which an election is held.



Section A. REPRESENTATION FOR NEW COLLEGES

The faculty of each newly established college shaij elect its first representatives in thb spring of
the first year of instruction. At any time after establishment of the college and prior to the time
voting representatives take office, the faculty'of the college. may send a non=voting representative.

Section 5. ELECTIONS 4.

. Representatives *hall be elected at.each Collegein a manner to be determined by the faculty of the
college. In any year in which an election shall be held at any college, the election results shall be
certified to a designated officer of the Academic Senate by the principal elicted officer of the
facultY'of such college on or before May 15; and representatives elected shall take office on or
before June 15.

Section 6. TERMS OF OFFICE

RepresentatiVes shall serve a term of three years, except as otherwise provided.in this section. The
Academic Senate, at its first meeting, shalt establish by appropriate procedures the length of terms
of its members in snail fashion that one-third'Ofthe members shall be elected eaoh year. It shall
also establish the length of the initial term of each additional voting representative at or prior
to the time such representative takes office.

Section 7. SU8ST1ikUTE MEMBERS

In the event that'an elected member will be absent for one semester or longer, the faculty of his
college shall replace him in the same manner as other representatives from that college.are initially
elected or in such other manner as may be determined by the faculty of the college. In the event an
elected representative of a college.is unable to attend a meeting of the Academic Senate, the senate
or council of that college shall name a substitute who shall have the right )1? attend and vote at
that meeting.

Section 8. RECAL1 OF REPRESENTATIVES

A representative of a college may be recalled by majority vote of .those voting within the constituency
which elected him under procedures established by the faculty of the college:

ARTICLE III

Section 1. NAMES OF OFFICERS

I
There shall be a chairman of the Academic Senate, and such other officers as shall Ula specified in
the Bylaws.

Section 2. DUTIES OF OFFICERS

) The time and manner of. election, the length of terms and the duties and responsibilities of officers
Mall be specified in the Bylaws.

ARTICLE IV

Section 1. 'AbiTINGS

There shall be at least two meetings during each academic year. Within budgetary limitations, addi-
tional meetings may be convened by the Chancellor or by procedures which shall be specified in the
Bylaws.

. .

Section 2. VOTING

A quorum shall consist of a majority of the Member4hip. Actionshall require the approval of a
majority of those present and voting. Vdting by proxy shall not be permitted.

s '
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No.

';ARTICLE V

aSection 1. REFERENDUM

Any recommendation adopted by the Academic Senate shall be referred to the faculties of the California'
State University and Colleges when resolutions requesting such a referendum. die adopted by the senates:
or councils of at least one-third of the colleges, or when forty percent Of the membership of the
AcadeMic Senate supports a motion for such a referendum. Approval of recommendations so referred
shall require ainajority of the votes castat a balloting held for the puppose.

ARTICLE VI

Section 1. COMMUNICATION WITH THE COLLEGES

In ofder, to provide adequate, communications with the faculties of the several colleges, the Academic
Senate shill circulate to the senate or council and to the president of each college such materials
as agenda for the minutes of its meetings, committee repofts and information on pending matters.

ARTICLE VII

Section 1. BYLAWS

The AcademicSenate may adopt.Bylaws not inconsistent with this Constitution, provide for committees,
and-establish its own rules of procedure.

Section 2. RULES OF ORDER

Unless otherwise provided in this Constitution or in the Bylaws, the rules contained in Roberts Rules
of Order, Revised, as copyrighted in 1951 by Isabel H. Robert, shall govern the proceedings at, and
the conduct of the meetings of the Academic Senate and its committees.

Section 1. AMENDMENTS

ARTICLE VIII

Amendments to this Constitution compatible with the responsibilities assigned by the Trustees may be
proposed by a resolution adopted by majority vote of one-third of the.senates or councils of the
several colleges, or by a majority of those present and voting at a meeting of the Academic Senate:

Section 2. RATIFICATION OF AMENDMENT

Ratification shall require a majority of th total votes cast in a systemwide referendum and a
majority of the votes cast'at each of a majBrity of the colleges.

Section 3. ADOPTION OF AMENDMENTS

Amendments shall become effective upon ratification by the faculties of the several colleges and
approval by the Trustees.
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CALIFORNIA STATE COLLEGE, STANISLAUS
.

Turlock, California

THE CONSTITUTION OF THE:GENERAL FACULTY

Approved' by the.Geaeral. Faculty 4/9/64.
Amended by the General Faculty 5/4/65
Mended by the General.Faculty 3/22/71
Amended by the General Faculty 2/7/72
Amended by the General. Faculty 2/27/73

ARTICLE I
NAME AID PURPOSE

Sectioa 1. Name. The :lam of this organization shall be the General Faculty. of California State.
College, Stanislaus.

.

/ c
1

.

Section 2. *pose. The purpose of this organization shall be (1) to fore olate, tvaluate,-ead ri,t,',.
ommend to the President of the

of t e college program; (2) to serve as a

the C'llege policies and procedures pertainineto the deVetIopment,

°1;

maintenance, andjmprovemen medium for exptetsing,
the opinion. of tfie General Facult in matters affecting the operation of the College.,'

. -

Section 1.

1.1

. ARTICLE II

ORGANIZATION AND POWERS OF THE GENERAL FACULTY

.--

Powers. Responsibility for the academic program and administration of California State
College, Stanislaus is vested in the Board of Trustees, of the California State University
and.Colleges., The Ttustees establish general policiet for the Colleges and appoint a
President for each college, who is responsible for the operation of the College within the
framework of policies set by the Trustees.

The President of California State College, Stanislaus, in
.
aceordance. with the "Statement. of

General Principles on the Delegation of Authority and Retponsibility" approved by the Board
of Trustees of the California State University'and Colleges on August 4, 1961, authorizes
the General Faculty to formulate, evaluate, and recommend'policies and procedures pertain-
ing to the following functions:

a. Educational Policies and Procedures: including but not limiteokto'curricUlum develop-
ment, establishment of standards for degrees, credentials, and extension.programs; . -

approval of degree and credential candidates; support of research; establishment of
standards for student admission and academic performance; alterations in academic
calendar; and the establithment of departments and organizations of academic units:

b. Personnel-Policies and Procedures-- including but not limited to academie selection;
leave of absence; retention, promotion and tenure; professional ethics, academic freedom
and academic due proceis.

c. Direction and Guidance of Student Activities Related to the Educational Process--
inclu ing but not limited to testing and counseling; placement;.doriaitory life; athle-
tics; loans and scholarships; extra curricular activities; and regulations affecting
freedom of expression. .

1.2 Consultation on Facility Jlanning and M ntenance. The General. Faculty providasadvice on
de planning and maintenance of building and grounds' and the selection of equipment..

.
Section 2. Delegation of Authority

2.1 Powers Delegated to the Faculty Senate. The General Faculty delegates to the Faculty Senate,'
except as limited by Article II, Section 2.2, the power to recommend policies and procedures
pertaining to the following:

a. Direction and guidance of student activities as stipulated in Article II, Section 1.1
of this Constitution.

b. Facility planning and maintenance as stipulated in Article II, Section 1.2 of this.`
Constitution.

c. Educational policies and Procedures as stipulated in Article II, SectioU 1.1 of, this
Constitution, except as limited by Article II, Section 2.2 of this Constitution.
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cl, Personnel policies and procedures as stipulated in Article 'II, Section 1.1 of this Con-
stitution, except as limited by Article II, Section 2.2 of this Constitution.

2.2 Limitations, The General Faculty may not delegate to the Faculty Senate the following powers:

a. Specific powers delegatedfto the Faculty
ornia.Administrative Code, Title V.

b. Authority to consider matters pertaining
freedom; prbfessional ethics; retention,

c. Election of m
rules, nomi

in the California, Education Code and the Calif-

6

to grievancel academic due'process; academic
promotion and tenure; and nominations.

mbers of the committees responsible for retention, promotion°and tenure;
tions; and faculty' affairs.

Section 3. Membership. Membership in the General Faculty shall include full -time personnel with the

Jfollowing classifications as defined by.the Trustees:

a. Executive
b. Academic
c. Academic-Administrative
cr. Associate Deans, Registrar, and Business Manager

3.1 Associate Membership. Associate membership in the GeneralFaculty shall include Academic
and Academic-Administrative personnel employed less than full time. They shall have the

r'
privilege of debate, but shall have no vote.

Section 4. Officers of the General Faculty. Officers of the General Faculty shall be the President.of
the College; Speaker of the Faculty and Clerk.

4.1 Election of Officers of the General Faculty. Nominationsfor the Speaker andtthe Clerk of
the General FacultY shall be made by the Rules and Nominations Committee. Nominees must giVe
their 'consent in advance. Nominations shall consist of at least two candidates for each
office. Additional nominees may be added by petition of It-least fifteen percent of the
General Faculty. ElectionshalI be held by mail ballot preceding the final meeting of the
General Faculty in the Spring. Elected officeis shall take office at. that meeting. Candi-
dates shall be declared elected after they receive a majority of all.votes cast in the
election. If no candidate' receives themajority of a ballot, a second ballot shall be taken
between the two candidates receiving the highest number of votes.

4.2 Duties of the ()fellers of the General Faculty. (

14.3

Section 5.

5.2

5.3

a. The President of the College. shall be the presiding officer of the General Faculty and
,.the Speaker shall conduct business. S

b. The Speaker-shall be an ex-officio member of all non-elective committee's of the General.
Faculty:

c. The Clerk shall cause the minutes and records of the General Faculty to be preserved.
He shall cause copies of actions to bp sent to all persons and organizations that should

,have knowledge of them. . .
.

.

Term of Office. The term of offi\e of General FaggIty officers shall be pne year. (Amended
2/71)

. .

.

.

Represiktation in the Statewide Academic Senate of the California State University and
Colleges. Representatives of the General Faculty to the Statewide Academic Senate of the
California State UniVersity and Colleges shall be elected in such numbers, for such times
and at such times as may be provided in the Constitution of that body. Nomihations forN,
`representatives shall be made in the same manner as nominations for officers of the General
Faculty. Elections shall be held by grail ballot at a date to be determined by the Executive
Committee of the Statewide Academic Senate.

Eligibility for Election to the Statewide Academic Senate. of the California State University.
and Colleges. .Members of the General Faculty are eligible for election to the Statewide
Academic Senate of the California State University.and Colleges..

Membership in the Faculty Senate: Representatives elected to the Statewide Academic Senate
of the California State UniverSity-cand Colleges shall be'members'at large of the Faculty
Senate.

Statewide Academic Senators shall siek the advice of and report to-the'Generg Faculty and
Faculty.Senate as appropriate.,1They shall het as representatives of the General Faculty.
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Section 6. Organization and Powers of the Faculty Senate

6.1 T Powers. The Faculty Senate shall haVe power to. recommend poliCies and procedures pertaining
to IEse aspects of'the college operation delegated to it by the General Faculty in.Article
IISection 2.1 Of this Constitution.

6.2 Membership. Members, excluding the Speaker and the Clerk of the Gefterial Faculty, shall,serve
for a term of three years and shall not serve more than two consecutive terms. The initial
group shall be divided into three equal classes, each of which shall serve one, two, and-

withree-year periods. Classet shall be determined by lot, Vacancies occurring during the
school year shall be filled by election at a time determined by the Speaker. An elected
voting member shall be responsible for acting in the interest of the entire College, although
he thal.represent the point of view of the group fromwhicfi.he iselected.

6.21- Elected Voting Members: One Faculty Senator shallbe chosen from the General Faulty member-,
stip in each Instructional Department or Instructional Area and the,Library,

6.22 Voting Membership Accorded to Selected General. Faculty Officers. Additional voting members
are: ; f

a. S caker of the General Faculty
. .

b. C erk of the General Faculty
c. S atewide Academic Spnators (Amended 2/71) ,.. , 0

6.23c Voting\Memborship.Accorded to Selected College Administrators.
I

A
a. Aca amic Vice President
b. De of Student ervices

...

4:.

6.24 Onsultaqts: Members .of the Gener Faculty and two student representatives selected by the
Student Anate shall have the privil of attendance and voice at all meetings of the
Faculty Senate.

6.'5 Officers of the FaAlibienate

.

6.31 The Officers of thq Faculty Senate shall be the Chairman, Vice-Chairman and Secretary.

6.32 Chairman. The Speaker of the General' Faculty shall be the Chairman of the Senatb. He shall
iTCFMeommunications'from members of-the Senate, Senate Committees, and the'President of
the College for transmission to the Senate. He shall consult with thePresident on the
appointment of all Standing Senate Committees, as described under Section 3.01 of the Bylaws.

6.33 :Vice-Chairman. The Vice-Chairman of the Senate shall be elected from the Senate membership
annually by the members of the SOnaie. He shall preside over the,Senate at the pleasure of
the Chairman and assume additional duties as determined by the Chairman.

6.34 Secretary. The Clerk of the General Faculty shall also servo as Secretary of the Senate
(Amended 5/4/65)

6.4 Rules, of the Faculty Senate.

6.41 The Senate shall adopt rules for the conduct of its business in conformance with practices
set forth in Roberts Rules of &der (Revised).

6.5 Standing and. Ad Hoc Committees. The Faculty Senate shall have the power to create standing
and ad hoc committees from its own membership or from the membership of the General Faculty
in conformance with practices.set forth in Roberts Rules of Order (Revised).

6.51 Agenda Committee. The Agenda Committee shall be comprised of the Chairman, the Vice-Chair-
man, and the Secretary of the Senate.

6.52 Special Advisory Committees. The Chairman of the Senate may appoint special ad hoc advisory
committees at such times as he deems necessary.

6.6 Meetings.

6.61 Regular Meetings and Special Meetings. There shall be one regular monthly meeting. Special
meetings may be held on call of the Chairman, or on petitia of ten percent of the membership.

6.62 Quorum. The quorum shall cznsist of one-half of the voting membership.

. 5 1 -\
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6.63 ',4,..mdtion'shallVoting. The vote on each substantive metion shall by py roll call and the original tally
shall be filed with the Secretary; of. the Faculty, Senate. The privilege o± the floor may be
extended at the discretion of- the Chairman.

- 6.631 Proxies in the Faculty Senate. A proxy shall be a memorandum to the Secretary -'of the Senate
s, signed by the absent member, and handed by the proxy- holder to the Secretary Wore he par-

ticipates in the Senate meeting (Amended'5/4/65). .1'

6.64 Open Meetings. All meetings of the Faculty Senate shall be open to members of the General
Faculty,.

6.7 Relation to the General Faculty. r

6.71 Referendum Procedures. In accordance with the powers'vested in the General Faculty kArticle
II, Section 2, of'this Constitution), if a petition protesting any policy resolution formu-
lated by the Faculty Senate is signed by:ten percent of the membership of the General Faculty
and is presented to the Spealser, he shall call a meeting of the General Faculty for the pur-
pose of reconsidering.the resolution.

6.8 (-Summer Faculty Senate Operation. Tho/Paculty Senate shall act for the General Faculty only
on emergency matters during the summer months. Actions of the Faculty Senate shall be
reported at the first fall meeting of the General Faculty. In the event that.a member of
the Faculty Senate is absent during the summer, the Chairman'or Vice-Chairman shall, in con-,-
sultation with that member's lepartment, appoint a,proxy.

4

11'N ARTICLE iir
MEETINGS OF THE GENERAL FACULTY

LSection 1. Meetings of the General Faculty. General Faculty meetings shaul be held at least once each
academic term at times called by the Speaker and the Rules and Nominations Committee of the
General Faculty. Additional meetings may be called under.any of the 'conditions set forth
below.

1.1

1.2

A. at the request of the President 9f the College:.
b. at the request of.the Speaker of the Faculty;
c. at the request of ten percent of the members of the General Faculty,

Quorum. Thirty-five percent of the members of the Genern4Faculty shall constitute a quorum.

Voting. Decisions of the General Faculty shall bo made by a majority of those present and
voting, except when o mail ballot s requested by forty percent of those present and voting
or is requested by ten percent of the Faculty in a petition submitted to the Clerk within
three working days after the publication of the minutes.

1:3 Presiding Officer. (See Article II, Section 4.2)

1.4 Attendance. Attendance at meetings is expected of all members of the Geperal Taculty.

,Section 2. Rules. Except as it conflicts with this Constitution and Bylaws, Roberts Rules of Order
(Revised) shall govern procedure in all meetings of the General Faculty.

ARTICLE IV
COMMITTEES OF THE GENERAL FACULTY

.-

0 A

Section 1. Establishment. The General Faculty in conformance with practices set forth in Roberts Rules
of Order ( Revised) shall establish such standing and ad hoc committees as itrdeems necessary.

Section 2. Representation. Each committee member, whether elected or appointed, shall represent the
entire college rather than.a department, disciplines, or office.

Section 3. General.Functions of Committees of the,Faculty. The general function of the committees shall
be:

a. Torecommend policies, principles, procedures, and criteria to.the General Faculty or it's.
delegate body, the Senate, in regard to:

(1) matters referred to the committee by the.administrative personnel responsible in the
functional area;

(2) matters referred to the committee by the General FicUlty;
(3) matters identified by the committee itself.

CS r



ConatitUtion

Ai

b. To make specific recommendations to cover judgmental areas and specific case, or excep-.
tions, :which cannot be administered by policies, principles, procedures,.and guide lines.

. ARTICLE V
AMBNPMENTSAND BYLAWS

Section 1. Amendments to the Constitution. An amendment to the Constitution sh411 be. Submitted tothe
General,Faculty in resolution form: .A majOiity pf members present at ally.meeting of the .

General'Faculty is required for preliminary apprOval. The proposed ameddMent Shall be sub-
mitted to a mail ballot of the General Faculty during, the second academic week following
preliminary approval.. A two-thirds majority ofiall votes.caat Shall be required for'final
approval.

Section 2. Amendments to the Bylaws. The authbrity to adopt bylaws in conformity with thll'constitUtion
is vested in the General Faculty. Proposed bylaws and amendments or additions'thereto shalL
be-published in the call for anymeeting at which such bylaws are to beconsidered, and may

.be adopted by a two.-,thirds majority vote of the members present.

U')
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Meetings .

BYLAWS:, ,

TO THE 1964 CONSTITUTION OF THE
.

GENERAL FACULTY OF CALIFORNfA
-

ST CULLEGE; STANISLAUS

'AdoPted
.

September 24, 1964
Amended 3/22/71

4Meetings of the General FacultyandSenate.

Notice. Notice of all.regular meetings of the Senate. and of the General Faculty shall be
published at least two school dayS,pri& to the meeting. :Members of the General Faculty
shall be informed in Writing. in advance of all emergehcy meetings of the General Faculty and
of the Senates ,L

1.12 Agenda.

.1.121. General Faculty. The agenda ofMeetings of "the General Faculty 'shall be prepared by thehe
Rules and Nominations tommittaei'n consultation with the President.. Agenda items, shall
include; but not be limited.to:'(1) matters referred by the President, by the Speaker Of the-
General'Faculty, the Rules and'NominatiOns Committee, orthe Senatey2Ymaitters.propbsed Wy

',petition of ten-percent of the members_of General' Faculty.

1.122 Senate. The
I

agenda of imetings of the Senate-shall be preparedby the. Senjte Agenda.Commit,T.
tee.. (Ref.. Constitution, Article. II, Section 6.52) Agenda. items shall include qemmUnica7:
tions from and matters referred"by thePreg4dent of the College.. The Chairman, Shall,'
*Waver, offer an opportunity;during.eacb regular meeting for presentatien of busineSs.not
scheduled. .

1.13 Minutes... The General Faculty and the Senate shall promptly publish a report of allimeetinga,
,-

with .disfribution to all facultY,MeTpers:

Section 2. Standing Committees of the teneral Faculty.
T

2.1 Designation of Standing ComMittees. The Standing COmmittees of the GeneraCFaculty shall be:,

a. Retention. Promotion and Tenure (Section 2:2)
J

b. Faculty Affairs (Section 2.3)
c. Rules and Nominations (Section 2.4)

.

2,11 Terms of Office:, Committee terms shallbe for two,years;:- Malfthe posts shall be filled .

each year, as nearly as possible. The Rules and Nominationi.Committee shall provide a Hat
of nominees at any time the SPeaker calls an election to,filI a vacancy in'any offiCe.or,

,,

elehted committee.
.

2.2

2:21

2.22

Retention, Promotion and Tenure Committee. (ReeNonititution, Article:II, Section 2.2).
. .

Composition. The.Committee shall be composed. of The General, Faculty shall
elect one member from each schOol and one melber at'large. Members must have tenure in
academic status. (Amended,2/71)

Duties. The Committee shall:

a. Submit to the General Faculty for'ilittommendation to and approval of the President of the
College, rules and amendments tbereto which shall constitute criteria forreiention? .

promotion and tenure. .
' b. Submit to the.General.FacUity for:recommendation to and approval of the President'of the

!Coilege procedures. pertaining to` hetranspittal of evaluations and recommendations on
retention, promotion and tenure.

I

c. Publish at the beginningof each academic year ari "Annual Calendar" which,shall consist
of dates forth! transmittal of'decuments pertaining to evaluations of anckrecommendar-
'tions on candidates.for retention, promotion and tenure, in accordance with procedures
provided in Section 2.22 b. of these Bylaws.
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d. Review recommendations on ald candidates for retention, promotion and tenure. and submit,
its confid ntial.recommendations to the President after consultation with the Academic
VicePreST t.of the College', 'accordance with procedures adopted by the General
Faculty approked by the.President of the College, as provided in Section 2.22 b. of
these By aws:

2.3 Faculty Affairs Committee. (Ref. Constitution, Article II, Section 2.2 b.)
i.

..
. .

2,31 Composition. The Committee shall be dOmposed of members elected at large from the mem-
bers of the General Faculty. MemberS must have t riiire in academic status. (California
Administrative Code Title V, Section 42701 requires tenured faculty in this committee.)

l
2.32 - .Duties. The COmmittee shall:

a. Submit a Code of Professional Ethics to the General Faculty for approval.

b. The Faculty Affairs Catmittee is to be concerned with effective faculty morale and pro
fessional ethics.- They are to assist with the informal resolution of problems and con-

_Ahicerns within the faculty, and between the fauclty and the administration. (Amended 2/71)

2.4 Rules and Nominations Committee. (Ref. Constitution, Article Ii, Section'2,2 c.)

2.41, . Composition. The Committee shall be composed of six members, three of whom shall be elec ted
at large from the members of the General Faculty. The other members shall be the Speakerof
the Faculty, Vice-Chairman of theSenate, and the Clerk of. the Faculty. The Speaker shall
be Chairman. The Clerk shall be the Executive Secretary.

2.42' Duties. The Committee shall:,

a. ,Advise the Speaker on matters of-procedures, appointment oicommittees of the-General
faculty, and on the preparaebn of agenda for the General Faculty meetings.

b. Nominate candidates for officers of the General Faculty and for electiveoommittees in
accordance with the procedures stated in Section 2.11 of,these Bylaws:

. . -,
.

. .
c% Make an annual comprehensive review of the ConstitutiOn and Bylaws and submit,recommendaJ

tions to the Speaker of the General Faculty.

d. . Interpret the Constitution and Bylaws and review all policies and procedures of the
Faculty-Committees to insure that they are consistent with the Conktitution and appliz,
cable policies.

2.5 Ad:Hoc Committees.

The Speaker, after consultation with the Rules aDA-Nominations Committee, may appoint adhoc
committees-to consider.mattersnot within the provitce of any Standing committee of the Gen-
eral Faculty or the Faculty Senate. Their reports shall be filed-in writing with both the
Speaker and.the Clerk, and may be.tranSMitted to the General Faculty or the Faculty Senate
for. Action,Aas appropriate to the topic. (Ref. Conititution, Article II, Section 4.2)

Section 3.0 Standing Committees of the Faculty Senate.

Each committee shall/be appointed yearly and organized as described in this subsection, with
exceptions which apply to the Agenda Committee. (Amended 2/71)

3.01 Composition of Standing Committees; (Amended 2/71)

Each committee of the Senate shall be co mposed of the folloNing members:
. ,

a. Five members of the General Faculty, appointed by the President with the advice and con-
sent of the Speaker and a majority of the. Rules and Nominations Committee. Each Commit-
tee shall include niwresentation-from each school.

.
t _

b. One member of the Faculty Senate, elected by the Senate.

c. Student members, appointed by the President in consultation with the Student Body Presi-
dent.

lAudent member - Educational Policies Committee
Instructional Services Committee
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2 student members Student Affairs Committee
, .

Special Events Committee
Faculty Awards fad hoc basis, for teaching awards)

d. An e xecutive secretary, appointed by the President.

,02, Committee Procedures. The Chairman and Executive Secretary shall compose the agenda and
jointly set the time for meetings. Agenda shall be furnished the members on the day pre-
'ceding the Meeting date. Meetings.will be called by the Chairman.or, in his absence,.-the
Executive SecretaTy.

. )
43.03 Meetings and HearingS.I.Meetings of the Senate Committee are open to all General Faculty

Members. Certain meetings of committees or subcommittees may be designated as hearings at..

which any member of the Faculty may appear to furnish information regarding the subject
under deliberation. Joint meetings of committees may be called'at-tbe discretion.of the
Chairman.

3.04 Minutes and Annual Reports. The minutes of each meeting shall be sent promptly to the Rules
and Nominations Committee and to the President of the College. Each committee shall submit
an annual report to the Faculty Senate and to the President of the College.

Section 3.1 EducatiOnal Policies Committee.

. Duties. The Committee shall:

.

a. Formulate and recommend to the Faculty Senate appropriate policies for the guidance of
the instructional program 4nd curriculum development of the college.- .

b. Serve as. an adviser to the Vice-President for Academic Affairs in the interpretation of
the College's curricular and instructional policies:

Section 3.2 Student Affairs Omitted.

Duties. The Committee shall:-.

3.3

7.

Formulate and recommend to the Faculty)enate policies and programs in all areas of Student
Affairs. Specific responsibilities' including but not necessarily limited to:

.

. .
.

. Recommendinipolicieg and programs to the Faculty Senate in the areas of counseling,
.testing, financial aid, placement, health services, foreign students; student housing,
student discipline, the College-Unimi alumhirelations, International Programs and all

. phases of student Co-curricular activities, including but not necessarily limited to
. student organizations, social vents, publications and intercollegiate athletics,

. .
.

%b. Advising the Dean. of Student Services on the implementation of policies 'relating to
Student Affairs, and assist in interpreting these policies to the Faculty.

Special Events Committee.
.

.

Duties. The Committee shall: .

. .
. _

.

a. Recommend policies and procedures to the Faculty Senate concerning the special events,
activities and programs of the College and relate matters.

b. Planning and coordinating of special events program and .activities of the College
including graduation.

3.4 Faculty Awards Committee.

DUties. The Committee shall:

I

'A$
. .

a. Formulate and recommend genr4 policies and procedures to the Faculty Senate concerning

il
the selection of members of the Faculty for,awards i eluding sabbatical leaves, creative
leaves, the Outstanding Professor Award and the Dis inguished Teaching Award.

. ,

.

b. Make specifip recommendations to the President of the College regarding the selection Of
faculty members for awards including sabbatical leaves, creative lea0es, Distinguished:'
Teaching Award and Outstanding Professor Award.
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Instructional Services Committee.

Duties. The Committee she'll

a. Recommend to the Faculty Senate policies concerning operation and maintenance of instruc--,

tional services including, but not limited to the library, computer center and audio-
visual serVices.

.

b. Advise the Academic Vide-President on the implementation of instructional, resources poli-
cies including library policies, computer center polities and audio-visual policies.

'3.6 Agenda Committee.

Duties. Preparation 'of the Agenda for all meetings,ef.the Senate. (Ref. Constitution,
Article II, Section 6.52)

Section 4. Special Advisory Committees to the Pr1 esident. /

Special Ad Hoc Advisory Committees may be appeinted.by the President of the College from
within the membership of the General Faculty to aid him in the execution of his functions as
Chief Administrator of the College (Ref. Constitution, Article II, Section 4.2. a)

Section 5. Campus Planning Committee.

Representatives of the General Faculty appointed to the Campus Planning CcImmiitee provide
advice on facility planning. The Faculty Representatives on the Committee shall' make regular
reports of actions and submit an annual report to the General FaCulty concerning matters such
as capital outlay rograms.

%

Section 6. Resolutiohs.

6%1. Classifications. The following types of actions shall be distinguished and each numbered 4
with appropriate distribution.

6.11 Policy Resolutions. (PR) These shall be recommendations to the President and shall be the
rule,of the College upon his approval. They will normally be adopted by the Faculty Senate
with. the General Faculty retaining the right of review. (Ref. Constitution, Article. III)
These shall be distributed to the General.Faculty by the President andpade part of the
Staff Manual,

6.12 Resolutions on Candidates- for Degrees and Credentials. The General Faculty shall delegate to
the Faculty Senate the prerogative to approve candidates for degrees and credentials: A list
of-candidates shall be fuinished faculty members at least one week prior to approval action's.

6.13 Procedures for Preparation and Presentation. '

6.131

6.132.

6.133 .

"Whereas Clauses". Introductory "whereas" clauses should be supplied when the supporting,
facts and reasoning behind the resolution may not be generally understood. "Whereas" clauses .
not approved.by a majority of those voting should be removed by amendment. The first distri-
bution of policy resolutions to the Faculty shall contain the "whereas" clauses; on repro-
duction in the Staff Manual and elsewhere, they shall,:be omitted unless otherwise directed
by the President -or Speaker.

4Authentication and Approval. ReSolutions adopted by the Faculty Senate shall be authenti-
cated by the signature of the Secretary of the Senate and transmitted to the. President for
his approval. They shall become effective when signed by him.

Suspension and Policy Resolution. If a petition protesting policy resolution is presented
to the Speaker of the Faculty under Article II, Section 6.71 of the Constitution, he shall.
immediately determine whether.it has sufficient number of authorized signatures, and, if so,
shall notify the PreSident at once. The-resolution shall be considered suspended as of the
time the nttiCe reached the PregMni's office. Actions taken in cline with that policy,
betweenthat time and formal approval by the General Faculty shall be,considered administra-
tive rather than faculty policy.

C10
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REVIEW PROCEDURES AND CRITERIA,
FOR RETENTION; PROMOTION AND TENURE

Approved, September 21, 1973

LI. REVIEW CRITERIA

The following five criteria apply to the faculty as a whole, and all criteria must be considered inthe review process. Academic departments may submit elaborations of thesecritetiw, which are to beconsidered by succeeding levels of Ieview. Such elaborations on these criteria must be submitted tothe College Retention, Promotion and Tenure Committee for approval ptior,to the'initiation of the Fallreview process, and be included in the file of each Candidate from that Department.

A. Teaching proficiency, including preparation, classroom presentation, effective student advising,adherence to departmental guidelines, and collegewide academic standards..

B. Scholarship or other equivalent creative activities. /

C. Extent and approprAteness of professional preparation, normally including the doctorate or equivalentattainment (California Administrative Code, Title 5, Section 427117.

D. Effective participation in affairs important to the College.

E, Constructive relations with colleagues.

Np criteria, other than those in the section above, may be used in retention or promotion considera-'tions.

II. ELIGIBiLITY REQUIREMENTS

A. Advancement in Rank - A faculty member shall normally not be considered
for advancement to therank of Associate Professor until he is in his third year of full-time college teaching. ```A mini-mum of five years of full-time college

teaching will normallyobe requi5ed for consideration foradvancement to the rank of Professor.

All full -time faculty members must be considered for promotion after serving five years in rank,except for instructors, who must be considered for promotion after serving two years in rank.
B. Mid-Year Appointment - A faculty member appointed after the conclusion of the fall semester willbe considered in the review process as thoughile.had been appointed for the following academicyear.

C. Academic-Administrative Personnel - Full-time administratofs, Librarians, and Student AffairsOfficers who are members of the General Faculty will be reviewed for retention, promotion and/ortenure in academic rank in accordance with these procedures.

. Lists of Eligible Candidates - The Chairan of the College Retention, Promotion and Tenure Commit-tee shall secure from the Vice President for Academic Affairs a list of faculty members for whoth
review is mandatory.. Also, he shall consult with the Personnel Officer' regarding current person-nel procedures for the California State University and Colleges.

III. DEPARTMENTAL COMMITTEE STRUCTURE

Each Committee,shall be comprised of three
ing to the following rules:

A.fe-Department Chairmen and members of the,
ineligible to serve.

tenured members of the departmental faculty chosen accord-

College-wide Retention, Promotion and Tenure Committee are
r

0.*
B. If there are thtee Rr fewer eligible tenured faculty members in the Department, ten these facultymembers will be on the Departmental Committee without an election; and any vacancies will be

filled by election of other faculty, normally from within the School.

C. If there are more than three
eligible-tenured faculty members in the Department, the Committeewill. be elected from these faCulty by the Department members.
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D. It shall be.the responsibility of the Department Chairman to verify that the Departmental Committee
has been selected according to these. rules and to inform the College RetentiOn, Promotion and
Tenure Committee of the Departmental Committee's membership.

E. No member of the Departmental Committee who is being. reviewed shall take part as a committee member
in the review-of a candidate who is being considered for an advancement to the same position. If
the operation of this rule-reduces the Committee-to less than two members, then the Committee shall .

be restored to two members for this consideration only, using procedures consonant WO "A" through
"C" above.. The Department Chairman shall inform the College Retention, Promotioeaha Tenure Com-
mittee of temporary substitutions resulting from the application of this paragraph.

F. The presiding officer shall be elected 14, the committee.

IV. COLLEGE -WIDE RETENTION, PROMOTION AND TENURE COMMITTEE

A. College-wide Retention, Promotion and Tenure Committee members who are being considered for an
o. advancement may not participate in deliberations or recommendations on persons who are candidates

for an identical advancement.

. B. Department Chairmen are inelgible to serve on the College-wide Retention, Promotion and Tenure
Committee.-

This section does not apply to persons electedprior to, the approval of these procedure's.

. REVIEW PRINCIPLES AND PROCEDURES

A. Initiation of Procedures - All mandatory reviews shall be initiated by the.Department Chairman.
Reviews may be initiated by the individual candidate or by any level of review. For each review,
the Chairmap shall askitWe candidate to provide a current vita for his Review File in which.the
candidate's recent activitimshall be emphasized.

B. Review Steps - All candidates for Retention, Promotion or Tenure till be reviewed according to the
following steps: Department Chairman; Departmental Committee; Dean of the School, College-wide
Retention, Promotion and Tenure CordMittee; Vice President for Academic Affairs; 'President.

Membership - No faculty member may serve at more than one level of review in the entire revievy
process.

do

D. Sources of Information for review purposes shall be colleagues, student's, and any other appropri-
ate source (Title 5, Section 42701). At the departmental level alljull-time members of the.
Department shall be consulted, such consultation not to be considerate vote of the Department.
An individual seeking promotion, however, shall not be consulted regliding a candidate seeking an
identical promotion. Department members'who hold administrative appointments neednot be
consulted.

E. Confidentiality - All judgments, recommendations, and decisions remain in the Review. File and
shall be confidential within the Review Process The Review File shall be retained by the Presi-
dent after the candidate has been notified of the final decision, and shall be available to the
candidate for reading.

. I

F. Written Judgments - A written statement' of the Department Chairmen's professional judgment of the
chndidate shall be.made and it shall remain in the individual's Review File. All subsequent
recommendations except those which simply concur must include a professiohtl, written judgment:

G. The Department' Chairman shall discuss his recommendation with the candidate, who will sign a
statement indicating that he has seen the recommendation and has discussed the recommendation
with the Department Chairman.

H. The candidate for any mandatory review shall be informed of any negative recommendation (or nega-
tive minority 'report), and he shall be given two working days to support his case before that
recommendation (or minority report) is sent on to the next level. When considering a candidate
'for retention or tenure who has received a negative recommendation from any previous level of
review, each subsequent level of review (excluding the Presidential decision) must offer the
candidate the opportunity for an interview prior to making its recommendations. He shall also be
informed of an impending negative final decision, and he shall be given two working days to
support his case before the final decision is officially communicated to him.
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I. Vice Presidential Consultation of Committees - When the Vice President's recommendation is nega-
tive or if the Vice President's recommendation is different from the College-wide Retention,.
Promotion and Tenure Committee's recommendation, the College-wide Retention, Promotion and Tenure
Committee. shall be consulted in a meeting before the Vice President's recommendation is forwarded.

J. Other Consultations - Nothing in these procedures shall be construed to excludehigher levels of
review from consulting the Departmental Retention, Promotion and Tenure Committee or the College-
wide Retention, Promotion and Tenure Committee.

VI. ANNUAL CALENDAR

At the beginning of each academic year, the College-wide Retention,-Promotion and Tenure Committee
shall prepare and distribute to the faculty an Annual Review Calendar, and distribute to each
individual up for mandatory review and to the individual's Department Chairman the instructions
necessary for conducting the review (Title 5, Section 43561). Deviations from the-calendar may be
authorized by the College Retention, Promotion and Tenure Committee.
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APPENDIX E.

California State lirriversit)6 Colleges Grievance
.,/

and lyrsciplinary Actio Procedures

:
$r Academic Personnel
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American Arbitration Association
Arbitration rules are available in the Office of the President

4

E6
2



tin

t

THE CALIFORNIA STATE UNIVERSITY. AND COLLEGES
Office Of the Chancellor
5670 Wilshire Boulevard

Los Angeles; California 90036

Grievance Procedures.for AcadeMic
Personnel of The-California State University and Colleges

.ExecutiVe Order No. 201
. .

This Executive Order is issued under the'authority, separately and in combination as applicable,
of Education Code Sections 2260022604, 22607, 23604, 23605. and .24201, Sections 42701 and 7'

43750-of Title 5 of the California Administrative Code, and Standing Orders, Rules of Procedure
and resolutions of the Board of Trustees,

1. Except as provided in.this Executive Order, the Grievance Procedures forAcademic .,/,
Personnel of The California State University_ d Colleges aro estsklished, effective
this date, for,The California State University lege5, and SITall govern grieV.,
ance proceedings with respect to academic employees according to its terms. ,A copy
of these Procedures is attached to, and made a part of, this Executive Order,

2. As provided in these Procedures, they supersede other procAufes previously in force.
in The California State University and Colleges.

4.*`.
3. These Procedures-ihafl be made available to all academic personnel covered by its

terms.

4. if, in the judgment of the President of a new or .smafl campus of The California
State University and Colleges, there are particular provisions in-these Procedures
which appear impractical to institute during an identified. Period of time, he or
she may request the Chancellor to waive such requirements in the Case of the par-
ticular campus. The Chancellor shall review such requests and take action as
appropriate.
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1.0 Purpose and Scope

1.1 All grievance procedures previously adopted for faculty members and academic
hereby revoked except .as provided in Section 1.3.

employees are A

.
.

1.2 The Grievance Procedures herein provided are established under the authority,' separately
and in combination, as applicable, of Education Code Sections 22600, 22604, 2607, 23604,
23605 and 24201, Sections 42701 anct43750 of Title 5, California Administrative Code, and
theitanding Orders, Rules of Prooeddre and resolutions'of the Board of Trustees, and are
intended to be applicable to all campuses of The California State University and Colleges.

,

-1.3 Grievance procbedings under the Interim Procedures for Handling Grievances and Personnel
Complaints of Academic and Administrative Personnel (istued in 1961) or under Executive
Orders 56, 80, 112, 150 or 173 which were comMenced but ',net concluded by the effective date
of this Executive Order, may continue under the procedures of the respective Interim Proce-
dures or Executive Order, except that there then beno review -by the Chancellor and no
Chancellor's Review Committee. Instead, Sections 15.0 t 11 rough 17.0 of these Procedures shall
apply. For those who have filed grievances prior to the ffective date of this Executive
Order, if their grievances have not yet.been heard, they y elect to have them heard . .

puruant to either the Executive Order specifying grievan60 procedures for academic personnel
in effect on the date of filingitheir grievances or this Executive Order. An election once
made may not thereafter be changed.:

. 4
,

1.4.. It shall not be the function of any Hearing Officer or Grievance Committee to act as an
appellate personnel committee. If a finding is'made'that a prior committee or administrator
substantially departed from required, procedures, and such departure.was substantially preju-
dicial to the grievant, or that subStantial evidence favor2ble to the grievant was ignored,
or that under the _circumstances, it was arbitrary to take Vie action of which the grievant
complains, the Committee shall recommend to'the President either:

1.4.1 that the approiriate,faculty committee or administrator' reconsider the matter and
make a recommendailon,to the President in accordance with established procedure; or

1.4.2 that such action as th,Comtittee specifies be taken by the Patident

These Procedures may be utilized by. all full-time academia employees, both tenured and pro-
bationary of The California State University, and Colleges, including those on leave of
absence with or without pay.

1.6 The purpose of these Procedures is to provide an equitable means of correcting actions taken
by The California State Univeristy and Colleges which directly, aggrieve academic employees.
It is intended that a grievance proceeding be initiated only in the gravest situations
involving serious injustice to an academic employee.

When a grievance hearing ig initiated, it thus may be assdined that a major problem is mani-
fest. For this reason, the Grievance Procedures are deliberately precise. Attempts to
resolve the areas of discontent by informal discussion shall precede, continue through, and
preferably be a reason for terminating a grievance proceeding.

2.0. Authority of the President

2.1 All determinations and findings under these Procedures made at the campus level by anyone
other than the President are in the nature of recommendations to, the President, who ;hall
have final authority at the campus level.

2.2 -The functions of the President as described in'these Procedures, may be delegated by him to
designees who are employees of the camput, and.who shall exercise those functions in his name.
However, the. President shall be responsible for any action taken under his authority. All
references in these Procedures to the "President" mean the President of the campus at which
the grievant is employed,and include such designees.

3.0 Definition and Grounds for Grievance

3.1 As used in these Procedures, a "grievance proceeding" is a proceeding initiated by an aca-
demic.employee who claims that he was directly,wronged in connection with the rights accruing

- to his job classification, benefits, working conditions, appointment, reappointment, tenure,
promotion, reassignment, or the like. Such an action seeks correction of that, asserted wrong.
Such an assorted wrong may grow out of an arbitrary action, out of a substantial departure
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from required procedures when such eparture was substantially prejudicial to the grievant,
or because substantial evidence fav rable to the grievant was ignored. It does not arise
from an unarbitrary exercise of dis retion made pursuant to applicable procedures, nor does
it arise from a minor defect in pro edure, that is, orte.which probably did not affect an
ultimate substantive decision. A g evanoe complains of a campus decision or action; it
does not lie against any individual. A grievance proceeding is to, be distinguished from a
disciplinary action proceeding which does not give rise to correction of the effects of the
wrongdoing, but instead looks to a d §Missal, demotion, or suspension or the imposition of
some lesser sanction upon the wrongdoer.

4

.

3.2 A grievance proceeding may not.be.,initiated for an asserted wrong arising out of either a
disciplinary action proceeding or a grievance proceeding where the academic employee seeking
to initiate the grievance was either the person charged or the grievant in;the prior pro-
ceeding.

3.3 Only final decisions are subject to review by'a grievance proceeding; grievance proceedings
May not be brought to review recommendations of faculty committees or of administrators. A:

final decisibn may be the subject of only:one grievance proceeding by any grievant. The
President or his designee shall determine whether a particular decision complained of is a
final deCision, and whether it was the subject of a previous grievance proceeding commenced
by the same grievant. A grievance proceeding-may not be brought to review such determinations
of the President or his designee.

3.4 As used in these Procedures, "college working day" shall mean any day during the college year,
other than a Saturday, Sunday, or cares academic holiday as that term is used in 5' Califor-
nia Administrative Code Section 42800.

3.5 As used in these Procedures,."campus" shall mean any of the institutions included within The
California State University and Colleges as specified in Section 23601 of the Education Code.

4.0 Informal Solution

4.1 The grievant is u1ged to make a reasonable attempt to resolve the problem amicably on an
informal basis.

4.2 w Any statement made in the course of such informal discussionsahall not be admissible in the-
. subsequent grievance proceeding, should it be initiated.

5.0 Initiation

5.1 A grievance proceeding shall be initiated by written Notice of Grievance sent by the grievant
or grievants to the President. Such notice shall:

\,
. ,

5.1.1 Contain a concise statement of the facts giving rise to the grievance.

5.1.2 State the relief sought.

5.1.3 If the grievant wishes that his hearing not be conducted by a Hearing Officer, and
if he does not wish to have a person represent him at the grievance hearing, he may
waive a hearing by a Hearing Officer and representation, by including in the Notice

of Grievance a request that his hearing be conducted by a grievance Committee.

5.1.4 If the grievant wishes to have a person represent him at the griev.ance hearing, the
Notice of Grievance shall include a statement to that effect, stating the name,
address and telephone number of that person.

5,2 On the same date the Notice of Grievance is sent to the President, a copy of the notice shall
be sent to:

5.2.1 The appropriate Department Chairman,

5.2.2 The appropriate Dean,

5.2.3 The Academic Vice President or equivalent officer,

and the President shall be so notified.

5.3 A more detailed written statement of the case may be. sent by the irievant or grievants to the
President with copies to the persons designated in Section 5.2 gf these Procedures within 10
college working days of the date on which the Notice of Grievance was sent.

1.
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6.0 Period of Limitation

If the Advance results from a single eveni,.a grievance proceeding shall not be initiated
more than-20 college working days after the grievant has learned of the event,. provided
that a grieVance proceeding may not be instituted more than one calendar year after the
occurrence of such event, regardless of the date of discovery. A grievance may result
from a series of events over a period of time. In such case, these' Procedures may not be
used later than 20 college. working days after the grievant has learned of the st recent
of these events. Provided that a grievance proceeding may pot be instituted ni e than one
calendar year after the occurrence of the most recent of such events, regardle s of the
.date of discovery.

6.2 FOr those who deferred filing a grievance diming the operative period of ExecOtive Order
No. 173, the 20.,day time limit specified. in Section 6.1.shall not include the period from
and including March 5 to and through the effective date-of this Executive Order.

7.0 Grievance Panel

7.1 Each campus shall have a Grievance Panel.

timeappointments, and assigned

7.2 Tj Grievance Panel shall consist of-all tenured academic employees of the campus holding
rank of professor or associate professor, holding full-

at least two - thirds time to teadhingr research, or both.

8.0 Selection of Grievance Committee

4

8.1 Within three college working days following the day of receipt of the Notice of Grievance, u

the President, shall cause a Grievance) Committee of ihree members to be selected by lot
from among the members of the Grievance Panel. The grieiant, meMbers-of his'department or
equivalent administrative unit, and persons directly involved in the action or decision
which is the subject of the grieVance as well as persons who made recommendations as to
such actions or decisions shall be excluded from membership in the Pavel during this
selection,

The grievant and the persons receiving notice pursuant to Section 5.2 of these Procedbr
shall be notified in advance oBothe date, time and'place of selection and may be present
at the time of selection if they wish to excuse or challenge any persons-selected.

8.2 Service as a membef of the Grievance Panel, as a membervpfthe Grievance Committee, and as
a member of the ad hoc panel described in Section 8.4 ofthese Procedures, unless excused
by the President for good cause, is part of the normal and reasonable duties of each
employee designated in Section 7.2 of these ProcCUUrbs during the periods of the year when
he is required to furnish services to the college.

8.3 The grievant and those persons listeein Section 5,2 of these Procedures may excuse lip to
two persons from those selected for the Committee without cause. Each may challenge any
person selected for membership on the Committe8 because he is ref ted to the grievant or
to any person directly involved 4n the action or decision which is the subject of the
grievance or to any person who made recommendations as to such actions or decisions, or
because of past.e5sociation with such persons which would prejudice his judgment to the
degree that it appears that a fair hearing,could not be had. The Pretilent shall deter-
mine whether the facts present grounds-for,:disqualification and hi& decision shall be final.

411.4 If the list of Panelists becomes exhausted before all three members of the Committee can be
apPointed,.thePresident of the closest neighboring campus of The Califorhia State Univer-
sity and Colleges to the camput attempting to select a, Committee shall, upon request by
the President of the campus where the griev ce has been filed, select by lot frOm the

lksGrievance Panel at that neighboring campus ad hoc panel of 20 persons. Utilizing this
panel, the procedures provided in Sections 8.1--:3 of these Procedures will be implemented
by the President of the campus where the grievance has been initiated. Should this ad'hoc
panel become exhausted, it shall be replenished liKthe means by which it was established.

4,
.6-

The Giievance Committee shall determine on the basis.of the Notice of Grievande and any

9.0 Initial Determination

9.1
, .

written statement of the case submitted pursuant to'Section 5.3 of these Procedures
= whether there are sufficient facts asserted to make it appear that grounds for a grievance

proceeding exist, and that a hearing should be held. An affirmative determination shall
be made only if all criteria and procedural requirements stated in Sections 1, 3, 5 and 6
of these Procedures have been.fully met.

E6
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9.2 The dnitial determination s41.1 be made by majority vote of the Grievance Committee and'
written notice thereof sent pursuant to Section 9.4.3 of these Procedures within.five college
working days of the appointtent of the third member of-the Grievance Caniittee. Should that
fifth dhy end without such determination and written notice having been made, them President
shall make, the initial determination and send notice thereof pursuant to Section 9.4.3 of
these Procedures within the next two college working days. Should the Presidbnt not make. and
announce such decision within the elloted time, the matter shall proceed to hearing as'though
an affirMative determination had been made and announced on the seventh.college working, day
after appointment of the third member of the Grievance Committee.

9.3 . If the initial determination is negative, the Notice of Initial Determination shall state
the reasons for that negative decision., and there shall be no further proCeedings undef these
Procedures.

9.4 Where the initial decision is affirmative, two kinds of' hearings are available:.'

9.4.1 If the grievant waives representation by another person and having his case heard
by a Hearin Officer, the hearing shall be conducted by a Grievance Committee. The

i
date select 'd for the hearing shall be within fifteen college working days of the'
date of the Notice of Initial Determination (Section 9.4.3 below). Onde set, ,it
may only be extended by the Chairman of the GreiVance Committee (see Section 12.3
of these Procedures) for reasons which, in his opinion, are compelling. In setting
the date, and granting extensions, the time restriction, i Section 13.3 of these
Procedures should be kept in mind. .

,
.

1\
9.4.2- ' If the.grievent does no waive represenlation by another person d having his case

heard by a Hearing OffiFer, the campus administration shall arrange for a Hearing
Officer'to conduct the grievance bearing. This arrangement shill be made with the
nearest office of the Office of Administrative Hearings or with a Hearing Officer
appointed for the.purase. If the grievant's reprbsentative is to bo a person
admitted to the practice of law before any state-or federal court, the c us
administration shall notify the Office of General C9unsel. The hearing date,
once set, may only be extended-by the Hearing Officer assigned to the case for
reasons which, in his opinion, are compelling.

.

9.4.3 The grievant, the President, and those persons listed in Section 5.2 of these Pro-
cedures shall be sent an appropriate NOtice of Initial Determination, and shall be
advised of the date, tilie and place of the hearing.

10.0 Procedural Rules for Hearings (Hearing Officers)

'16,1 The rules, in this Section 10.0'shall apply to hearings conducttitby a Hearing Officer.

10.2 No later than thetime when arrangements are made fora Hearing Officer to bear'the case,
-' if the grievant's representative is to be a persoe admitted to the practice of'law before '

any state or federal court, the campus administration shall' notily the Office of General
Counsel that such arrangements are being made. That Office will provide an attorney to
represent the campus at the hearing.

14

10.3 Once a Hearing Officer has commenced to hear the case, the grievant may not thereafter elect .

to have the case heard by a Grievance Committee. X

10.4 A grievant may challenge the Hearing Officer for cause by submitting a written statement to
the Chancellor, with a copy to the Preiident setting forth facts which establish that:

10.4.1 The Hearing Officer was'a participant in the events out of which ho action arOse,,,

other than events connected with the cunduct.of a hearing.

10.4.2 The Hearing Officer is related to or has had past assoc on with any pers
affected by the events giving rise to the action, which 'let association iskf a

i...4.

kind which would prejudice his judgment to the degree that it appears that a fair
hearing could not be had. "Past association" does,, not include an association

-) acquired in connection with a previous hearing.

The President shall determine whether the facts present-grounds for disqualification and his
deCision shall be final. The Hearing Officer may disqualify himself on.his own motion. No
preemptory challenges may be made.

10.5 The Hearing Officer may cihiain advice, as\needed, from the Office of the Chancellor.
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10.6 I The campus shall arrange for making an audio. tape of any and all PeCeedings conducted by
the HearinglOfflter. No recording by the grievant or by other persons at the,hearing:Will'

' be permitted, but the, grievant, at his own expense, may furnish a certified courtireporter
provided that a-copy of the transcript made is promptly furnished to the President at no
cost to the campus, and that use of such transcript shall be liMited to this or subsequent'
administrative and judicial proceedings held in connection with the matter.

10-.7 At the hearing, the grievant shall present his evidence, following whiCh other evidence
shall'be received: The grievant shall have the burden of persuadingly a preponderance of
the evidence., t

10.8 Consol.idated Hearings

10.8.1 Where more than one grievant complaining of a wrong arising out of the same set of
fafts has a hearing pending, the hearings.may be consolidated with the approval of
all such grievants and of the Heiiing Officer first designated to hold such Rear-,..
ings. The consolidated hearing shall be conducted by that Hearing Officer.

10A.2 If a grievance to be conductedhy a HearinGOfficer is consolidated with a'heating
to be conducted by,a,Grievance,CoMmittee pursgent.to,Section 12.14, the' consols,,
dated hearing shall be conducted by a Hearing Officer.

' 10.8.3 The separation of one or more cases from A group of cases previously.set fora
-

consolidated hearing. shall not be considered to affect the remaining cases in the
group.

1.

.

10.8.4 If there is-a consolidation of oases'wherein one, of the.grievants is represented
by an attorney admitted to practice law before any state or federal court, an
'attorney from the Office of General Counsel will represent the campus a .t114-con-
solidated hearing.

10,9 The Hearing Officer:

10.9'71 Shall make all rdlings on matters relating to the conduct of the hearing, inclu-
ding matters regarding. admission of evidence.. Y.

10.9.2. Shall request attendance of witnesses as 'requested by or on behalf of the grievant
and on behalf of those persons-listed in Section 5.2 of these Procedures.

10.9.3 Shall maintainworderly heariRg and permit no person,to be subjectedto.abusive
treatment. He may eject or exclude anyone who refusesto be orderly.. Should he
excludethe'grievant, he shall make.such provisionsas'is practical in his behalf.

10.9.4 May recognize the representative of the grievant and. the representative of the
campus for the purpose-Of 46stioning witnesses or presenting argument, evidence
or requests to the Hearing Officer. The Hearing Officer may also question
witnesses.

10.9.5 Shall instruct each witness and other participants and observers on the policy of
confidentiality contained in Section 10.11 ofthese Procedures.

10.9:6 Shall make such further rules for the conduct of the hearing as he deemS appro-t

priates-not inconsistent with these procedures.

10.10 Persons Wh6,May Attend Hearings; Confidentiality
.

10.10.1 Hearings shall be closed to everyone other,thaa the person conducting, the hearing,
the grievant, his representative, if any, those persons listed in Section 5.2 of
.these Procedures, the representative of the campus, the person designated by the
campus to record the hearing pursuant to Section 10.6 of these Procedures, wit-.

nesses while they are prdsentin evidence, and the representatives of not more
than two faculty organizations as provided in this .Section.

10.10.1.1 The grievant and the President may each authorize one person who is a
representative of alprofessional faculty organization or of the Aca-
demic Senate or Coup41 of-the College to attend the hearing as an,
obsprver.
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1.

10.11 It is the policy of The California State University and Colleges that evidence, proceeditgs,
findings and recommendations (but not the final dedision of the President) are confidential
and shall not be made public by the campus or by any participantin a hearing, including the
faculty organitationor Senate or Council observers, except as any of the foregoing may be
filed in court or introduced as evidence in at administrative or court proceeding brought to
revieli an,action taken pursuant to these Procedures. In the event these matters should

Z

become.pu

4
lic, however, the President may authorize such pubic statments as 'are 'appropriate.

This pal of confidentiality shall not preclude, the campus from tarnig any action following
appropriate procedures against any person or entity on the basis of evidence develOped at
the hearing.

10.12 Evidence

1

10.12.1 Formal rules of evidence shall not apply.

10.12.1.1 Any relevant evidence shall be admitted if it is the sort of evidence on
which responsiblepersons are accustomed to rely the conduct'of
serious affairs, regardles of the existence of .any common law or statu-
tory rule which might make improper the admission of evidence over objoc-
tion in civil actions. .Heatsay evidence may be used eir pdrpose-of- -

supplementing or explaining other evidence but shall not be sufficient
in itself to support a finding unless it would be admissible over objec--

s tion in civil actions. The rules Of privilege shall bereffective ti the
extent that there are statutory bases for their appliCation and irrele-
vant and unduly repetitious evidence shall be excluded.

m
4

4.12.2 No evidence other than that received at the hearing shall be considered by. the
Hearing Officer.

10.13 Arguments by the.grievant concerning the legal (as distinguished from factual) applicability,,
or legal validity of any statute, regulation, resolution of the Board of Trustees,' Standing
Order, or Chancellor's ExecutiVe Order, shall not b addressed to the Hearing Officer, but
to the President, as- soon as the hearing has concluded. The President shall seek adviCe on
the matter from the Office o? General Counsel. The advice received from that office shall
be considered by the President before a fins' campus decision is rendered. 0,,,

10.14 Unless a longer period of time is'agreed to by the grievant, the President must normally
receive the Hearing, ficer's report within 30 college working days from the commencement
of the hearing by ..v.Hearing Officer.

10.14.1 Other than as required for the convenience of the Hearing Officer, extensions of
time for hearings shall beauthorized only for:good and:compelling reasons.

11.0 Findings and Conclusions of the Hearing:Officer

11:1 Following presentation of evidence, the Hearing OffiCer, shall privately consider the evi-c
dence and shall prepare written findings of fact and conclusions. He may review the audio

P tape as needed.

4

11.1.1 In deciding upon his findings and conclusions, the Hearing Officer must find against
the grievant unless the grievant has persuaded him by a preponderance of the evi-
dence that:

11.1.1.1 A prior committee or administrator substantially departed from required
procedures,. and that such departure was substantially prejudicial to the
grievant, or '

'11.1.1.2 Substantial evidence favorable to, the grievantwas ignored in arriving
at a decision affecting him, or

11.1.1.3 Under the circumstances, no reasonable, unbiased person faced with the
same facts could have taken the action of which the grievant complains,

or any combination of these.

11.2 Within three college working days of the concluSiohof the hearing or as soon thereafter as
the Hearing Officer shallsubmit his jindings and,conclusions to the President

who shalt make a copy available to the Grievance Committee.'
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12.0 Grievance Committee Procedural and Hearing Rules
. %

12.1 A .grievant who elects not to be represented at a,hearing by any person' may also elect not to
have his grievanceheard by aHearing Officer, but to'be heard instead by a Grievance Commit-

.

.

,
.

.

,

C'

_ .

tee as provided in thiS Section (12.0). .

. .

12.2 Decision of the Grievance Committee, except rulings made by its chairman (see Section 12.4
and 12.5 of these Procedures), shall be by majority vote of the three Members.

. ,

12.3 Upon first convening, the.Grievante Committee shall elect a Chairman and acquaint itself with
these Pepcedures.

12.4 Unless overruled by a majority of the Grieyance.ICOMMittee, rulings of.the ChairManShall be
final on all questions except those pertaining io'the,initial determination and the substance
of the.findingsand recommendations of the Committee which are sent to the President: All
other provisions of these Procedure's pertaining, to the authority of 'the Chairman'shdll be
subject to this section.

12.5' The Chairman may establish such other rules, within the general guidelines of these Proce-
.dures, as.he,deens necessary.-

12.6 'The Grievance Committee, through its Chairman, may obtain advice, as needed, from the Office
of the Chancellor.

12.7 Two-members of the Grievance Committee, one of.whom must be the Chairman, shall constitute
.a quorum for transaction of the business of the Committee. No member who is absent during
any part of the hearing may participate in the preparation of findings and recommendation's
of the Committee without first listening to the tape recording of the.portion of the hearing
conducted in his absence.

12.8' The Chairman of the Grievance Committee shall arrange for tape:retording,hut not a tran
scription, of the hearing. No other recording of the hearing shall be permitted.

12.y. Once a grievance has been set for hearing, the grievant may withdraw all or any part of his
.grievance only with the consent of the Grievance Committee. Once the hearing has been com-
pleted, the grievant cannot withdraw his grievance.

12.10 At the hearing, the grievant shall present his evidence, following which other evidence shall
be received. The grievant shall have the burden.of persuading by a preponderanCe of.t
evidence. _

,

12.f1 Where more than one grievant complaining of a wrong arising out of the. same sot :'facts has
a hearing pending,-the hearings may be consolidated with the approval of all such grievants
and of the Grievance Committee first appointed to hold such hearings. The consolidated
hearing shall be conducted by that Grievance Committee. This Section 12.11 is subject to
Section 10.8 of these Procedures.

12.12 The grievant and those persons listed in Section-S.2 of these Procedures shall be permitted
to be (resent at all proceedings of.the hearing whenever any evidence is being presented,
and, subject to recognition by the Chairman of the Grievance Committee, shall be perMitted to:

12.12.1 Examine all evidence presented to the Grievance Committee.

12.12.2 Present evidence availableto them and to question wi(nesses. Written statements
may be accepted in evidence by the Grievance Committee but only from persons unable,
in the opinion of the Grievance Committee, to attend the hearing. Such inability
shall be found only in cases of serious illnesS or death of the witness or a member
of his family, physical absence from the area due to preexisting plans which cannot
conveniently be changed, and the like.

12.12.3. Present an'aral an written argument, or both,.prior to the conclusion of the hearing.

12.13 The Chairma -of the Grievance Committee shall:

12.13.1 Call Witnesses before the Committee as requested by the grievant and those perSons

r
listed.in Section 5.2 of these Procedures and by members of the Grievance Committee.

12.13.2 Maintain an orderly hewing and permit no person to be subjected to abusive treat-
ment He may eject or'exclude anyone who refuses to be orderly.
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12.13.3 Instruct each witness and other partidipants and observers on the policy of confi-
_dentiality contained in Section 12.16.1.2 of these Procedures.

12.14 No person shall be represented by another person.

12.15 At the hearing, the members -of the.Grievance Committee may ask questions of any witness or
other person present at the hearing.

12.16 Persons Who May Attend Hearings; Confidentialit$'

12.16.1 Hearings shall be closed to everyone other than members of the Grievance Committee,
the grievant, the President, those persons listed in Section 5.2 of these corderedures,
the tape recorder operator, if any, witnesses while they are presenting evidence,
and the representatiyes of not more than two faculty organizations as provided in
this Section.

12.16.1.1 The grievant and the President may each authorize one person who is a
representative of a professional faculty organization or the Academic
Senate or Council of the campus to attend the hearing as an observer.
Such representatives-shall not be attorneys admitted-to practice-1'6i'
before any state or federal court.

12.16.1.2 it is the policy of the California State University and Colleges that
evidence, proceedings, findings and recommendations (but not the- final
decision of the President) are confidential and shall not be made public
by the campus or by any participamt in a hearing, including the faculty
organization or Senate or Council observers, except as any of the fore-
going may be filed.incourt or introduced in evidence in'an administra-
tiVe or court proceeding brought to review an action taken Airsuant to
these Procedures. In the event these matters should bedome public, how-
ever,the President may authorize such public statements as are appro-
priate, This policy of confidentiality shall not preclude the campus
from taking any action following appropriate procedures against any per-

. son or entity on the basis of evidence developed at the hearing.

12.17 Pursuagt to Section 1.4 of these Procedures, if a Grievance Committee finds that a piror com-
mittee or administrator substantially departed from required procedures, and such departure
was substantially prejudicial to the grievant, or that Substantial evidence favorable to the
grievant was ignored, or that, under the circumstances, it was arbitrary to take the action
of which the. grievant complains, the Committee shall repoil its findings to the. President
with a recommendation either:

12.17.1 that the appropriate faculty committee or' administrator reconsider the matter and
make a recommendation to the President in.accOrdance with established procedure; or

12.17.2 that such action as the Committee specifies be taken by the President.

12.18,,The hearing shall not be conducted according to technical rules relating to evidence and
.

witnesses. Any relevant evidence shall be admitted if it is the sort of evidence on which
responsible persons are accustomed to'rely. Evidence which is merely repetitious or cumula-
tive shall be excluded.

4
12.19 Arguments by the grievant concerning the 1 gal (as distinguished from factual) applicability;

or legal Validity of nny statute, tegulat , resolution of the Board of Trustees, Standing
Order, or Chancellor's Executive Order, shall not be-addressed to the Grievance Committee,
but to the President, as soon as the hearing has. concluded.. The President shall seek advice
on the matter from the Office of GeneralCounsel. The advice received from that Office shall
be considered.by the President before a final campus decision is yendered.

13.0 Grievance Committee Recommendations

13.1 F011dwing conclusion of its.hear g or receipt of the findings of th.1'1Hearing Officer,
whichever is the case, the Grievace Committee shall meet in executive session, with-all
other persons excluded. In this session, the Committee shall prepare its findings of fact
if it conducted the hearing, and its recommendations to the President for settlement or solu-
tion of the grievance. If the hearing was conducted by a Hearing Officer, the Committee
shall be bound by his findings and conclusions.
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13.2 the Grievance Committee shall make its written report to the President of the campus, with a
copy to the grievant. The tape recording of the hearing -and the Committee'S file on the
matter shall be forwarded to the President at this time.

13.3 The President must receive the. Grievance Committee repqrt within 30 college working days from
the date of the Notice of Initial Determination in those cases where the matter is heard by
the,Prievance Committee, or within three'college working'days of the time the Grievance Com-
mittee Chairman receives the report of the Hearing Officer in those cases utilizing one. In
any case in which such report is not recieved by the end of the 30th day, or the 3rd day,
whichever is applicable, the Grievance Committee shall be foreclOsed of jurisdiction in_the
case. In such case, the Chairman shall immediately furnish to the President the Notice of
Grievance, any statement prepared pursuant-to Section 5.3,-and the Hearing Officer's report,
evidence file and hearing tape, if any. The President then shall make such decision in the
case as he deems wise, and no further action may betaken in the matter pursuant to these
procedUres.

13:.4 In its deliberations, no evidence other than that received at the hearing shall be considered
by the Grievance Committee.

.-

4.0 Presidential. Action -

14.1 Upon receipt of the report of t Grievance Committee, the President of the campus shall
review the findings in the cas the recommendations of the GrievanceCommittee. He shall.
decide upon the action to be taken in the matter. The decision of the President shall concur
with the recommendations of the Grievance Committee except when those recommendations are not
supported by the findings and conclusions of a Hearing Officer in the case, or except in rare
instances when in the-opinion of the President, compelling reasons exist for.a different
result.

14.2 In the event that the President's decision is not in accord with the Grievance Committee's
recommendations, the President and the Grievance Committee shall make an effort to resolve
their differences regarding disposition pf the case. If no such resolution occurs, the com-
pelling reasons for the President's decision shall be detailed in.hiS written Notice of
Decision. '

14.3 Within five college working days- of the time he.redeives the recommendation of the Grievance
Committee, or as soon thereafter as possible, the President shall send his Notice of Deci-
sion to the grievant and to the Grievance Committee unless he returns the matter to the
Hearing Officer or Grievance Committee;' as appropriate, for clarification( necessary further
proceedings, or reconsideration.of Grievance Committee recommendations, in which cases the
five college working days shall run from the date the Grievance Committee returns its
further report to him. A Grievance Committee may change its recommendations from those for-
warded to the President pursuant to Section 13.2. The President then shall make his decision.

14.4 The decisions of the.President in each oase are final at the campus level.

15.0 Record

15.1 If the President's decision is not.in accord with the Grievance Committee's recommendations
and a request for review is properly.filed"pursuantto Section 16.0, or if the grievant
subsequently commences legal action seeking judicial, review of his or her grievance, the
grievant, under supervision and at his or her own expense, may obtain a written transcript
Of the tape recording of the hearing, provided that he or she first.sign an agreement with
the campus, and furnish the campus .with a copy of the transcript when it is complkted: This.
agreements call provide that use of such a copy shall be limited to subsequent administra-

and3Udicial proceedings held in Connection with the matter, that 'the tape or its
Contents shall not otherwise be made public in any way, and that any violation of this
agreement shall be unprofessional conduct as that term is used. in Education Code Section
24306.

15.2 In keeping. with the policy stated in 'Sections 10.11 and 12.16.1.2 of these Procedures, in no
case other than that described in Section 15.1 shall a transcript of the tape recording of
the hearing be furnished to-the grievant. Neither the tape recording itself, nor a copy
thereof, shall be furnished to the grievant.

16.0 Review

16.1 A grievant who has received a Notice of Decision on his or her grievance, from a campus Presi-
dent may request review as provided herein, if the requirements of Section 16.2 are met, by

7 3
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directing a written Request for Review to the State University Dean, PadUlty Affairs (State-
wide Dean) in the Chancellor's Office, whith a copy to the campus President. The Request
should have attached copies of the report of the Grievance Committee and the Notice of Deci-
sion of the President, and should state the dates of each, the grounds claimed for review
(see Section 16.2 of these. Procedutes), and the facts which support the-ground or grounds
alleged. The Request must be postmarked withinten college working days of the date of die.;-
tribution of the President's Notice of Decision.

'4111
16 2 Review may be requested only if the Notice of Decision of the President does not concur with

the final recommendations of the Grievance Committee, unless that lack of concurrence was
because of failure of the Grievance Committee to base its recommendations on the findings
and conclusions on matters of fact made in the case by a Hearing Officer. Such review may be
requested only as.to those recommendations or portions thereof not concurred in by the Presi-
dent-aAd only on one or more of the following grounds:

16.2.1 'Arbitrary action by the President in not accepting the Grievance Committee's recom-
mendations,

4
*4

16.2.2 Substantially unfair departure from these Procedures.which affected the President's
decision,

16.2.3 Substantial evidence favorable to the grievant which was ignored by the President..

16.3 Upon receiving a copy of the Request for Review addresped to the Statewide Dean, the Presi-
dent of the campbs shall promptly furnish the Statewide Dean with any written answer the
campus wishes to make to thq Request, as well as copies of the:

16.3.1 Hearing Officer's report, if any,

16.3.2 Grievance Committee's report

16.3.3 Written arguments, if any, presented to the Greiice Committee or Hearing Officer,

16.3.4 President's Notice of Decision-with attachments, if any, and

16.3.5 Tape recording of the hearing.

A copy of the campus answer, if any, withut the enclosures just listed, shall simultaneously
be sent the ,gxievant.

16.4 If the answer by the camput to the Request alleges that the case is-not one in which there
is jurisdiction pursuant to Section 16.2 to make a decision on the grievance, the grievant
may direct a response to that allegation to the Statewide Dean. In order to be considered,
the response must be received within the same period of time as was taken by the campus to
answer, but not less than ten college working days from the date of receipt by the Statewide
Dean of the materials described in Section 16.3.

16.5 Upon receipt from the campus of the materials described in Section 16.3, the Statewide Dean
shall promptly forward the Request and those materials to the Los Angeles regional office
of the American Arbitration Association(AAA), for assignment to, and determination by one
academically oriented arbitrator admitted to practice law before any state or federal court.
The arbitrator shall not be a member or an employee of-the Trustees of-the California State
University and Colleges. If the campus answer objects to the arbitrator's jurisdiction, the
Statewide Dean shall defer submitting the matter to the AAA for the period oflime-autho-
iized by Section 16.4, so that the grievant's response, if any, may be included. If the
grievant has requested a transcript pursuant to Section 15.1 and wishes the arbitrator to
read all of 'any part of it. the Statewide Dean shall defer submitting the matter to the AAA
until a copy of the transcript is received for forwarding by the Statewide Dean, but such
deferral shall not exceed 45 calendar days from date of receipt of the. materials described
in Section 16.3. After his o er receipt of the materials froth the Statewide Dean, the .

arbitrator shall not delay consideration or decision pending receipt of a transcript.

16.5.1 Arbitrators shall be selected from men andowomen who are "academically oriented" in
order to assure that persons serving in this capacity have a sufficient knowledge
about institutions of higher education so as to underttand the nature of faculty.
grievances and the consequences of the resolutions available in each case. The term
"academically oriented" includes (but in not limited to) persons who have/served in
four-year institutions of higher education in full-time faculty, administrative or
executive positions, as well as persons who have served oh public and private boards
of, such institutions ofhigher eduCation.

El3
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16.6 The action on a Request for Review shall be limited to the grievant or grievants. making the
appeal unless the Statewide Dean, in his discretion, and with the consent'of the grievants
and the President consolidates related cases for purposes of.:review.

16.7 Based upon the materials submitted pursuant to Sections 16.1, 16.3, and 16.4, the AAA shall
make an initial determination of whether there ate sufficient facts asserted to make it
appear that grounds for review exist. The AAA may use an arbitrator for this preliminary
purpose selected without utilizing the, appointment method provided for in AAA Arbitration
Rule 12. Grounds for review shall exist if all of the following appear: The President did
not act in- accordance with the final recommendations orthe Grievance Committee; the Griev-
ance Committee based its recommendations on the findingsand conclusions on matters of fact
made in the case by a Hearing Officer, if any; one or more of the grounds listed in Sections
16.2.1 through' 16.2.3 is asserted for review; and the procedural requirements of Section
16.1 have been followech Otherwise, a negative determination shall be made.

16.8 In scheduling, cases involving nretentidn where there is no terminal notice year shall be
given high priority.

16.9 If it is determined that the matter should be reviewed pursuant to this,Section 16.0, an
arbitrator appointed by'the'AAA:ueilizing the appointment method provided for in. AAA Arbitra-
tion Rule 12 shall have jurisdiction and authority to decide, based on the materials sub-
mitted pursuant to Sections 16.1, 16.3, and 16.4, whether or not

16.9.1 The action of the President in not accepting the Grievance Committee's,recommenda-
.tions was arbitrary, or

16.9.2 There was, a substantially unfair departure from these Procedures which affected the
President's decision, or

16.9.3 Substantial evidence favorable to the grievant was ignored by the President.
41-,

The grievant shall have the burden of proof on all issues before the arbitrator. If the
arbitrator finds affirmatively'as to any of Sections 16,9.1, 16.9.2, or 16.9.3,E then he or
she shall decide whether or not

16.9.4 The President's decision should be upheld in whole or in part, or

16.9.5 The matter should be. remanded to the. campus with instructions that the action being
grieved be reviewed, absent whatever defect was found'to have existed in it.
Should the arbitrator exercise the option of remand, he or she may retain jurisdic,
tion over the action being contested until the matter is finally concluded on the

rcampus and the arbitrator has had the opportunity to review the decision on
remand, or.

16.9.6 The Grievance Committee's recommendations should be adopted in whole or in part.
.

.16.10 The review shall be conducted under the Arbitration Rules of the AAA in effect on Junt 10,
1974, the date these Procedures are issued, except as they may vary from provisions of these
Procedutes, in which case these Procedures govern. However, all of AAA Rule 7 other than
the last sentence shall not apply to such review, nor shall AAA Rules 1, 8, 9, 10, 13, 14,
19, 20, 21, 22, 23, 24, 25, 26, 27, .28, 29, 31, 32, 34, 39, 40, and 44 apply. The arbitra-
tor sh 11 not hold a hearing. The word "resubmitted" shall be substituted for the word
"rehea d" in Rule 18. A copy of the applicable Rules. is attached. In the event any appli-
cable Rule is anged, the Chancellor may authorize the matter to proceed under the .:

Rule as changed, or may make other provision as respects such. Rule as appropriate.

16.10.1 The arbitrator, if not selected pursuant to AAA Rule 12, may be selected by written
agreement of the President, the grievant, and the Statewide Dean.

16.10.2 The days specified in the AAA Rules are calendar days, not camp

The arbitrator shall review all-materials'presented by the Statewide D
arbitrator need not liten to the tape recording of the hearing un
case, in his or her opinion, make that necessary. If the hearing was c
Officer, the arbitrator shall be bound by the Hearing Officer's finding
matters of fact. The arbitrator shall be bound by the policy of confid
Sections 10.11 and 12.16.1.2 of these Procedures. If the arbitrator ha
facts or policy, he or she shall invite written comment on such questio
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President and the grievant, who shall send copies of such comments each to the other. The
President may refer such questions to the Grievance Committee or the Hearing Officer, as
appropriate, for information necessary to the preparation of his or her response. Copies of
responses of the Grievance Committee or the Hearing Officer to questions so referred shall
be forwarded by the President to the grievant and the arbitrator. As to questions he or she
may have on the law, the arhktrator shall refer such questions to the Office of General
Counsel which shall send copies of all responses to such-inquiries to the'grievant and the
, President:

16.11 The arbitrator shall mail his or her decision which shall include reasons for that decision,
to the Statewide Dean accompanied by all materials furnished the arbitrator by,the Statewide
'Dean, the campus, and the grievant. The arbitrator shall mail a copy of the decision to the
President of the campus and to the grievant, at his or her last known address or to the
grievant's representative. If, in the judgment of the Statewide Dean, thg decision of the .

arbitrator is unclear or incomplete, the Statewide Dean may request clarification or ampli- '
fication dr both of the. arbitrator, with copies to the President and the grievant. The arbi-
trator shall comply with such request, with. copies to the PreSident and the grievant.

16.12 Prior arbitration decisions shall not be used as a precedent for any subsequent case. No

arbitrator shall.have.eny authority-to add to, detract from, or.in any way alter the pro- 4
visions of these Vrocedures, any California statute or regulation, or any rules or policies
of the Office of the Chancellor or of the campus:

16.13 The arbitrator's decision as to Matters properly before him or her, insofar as consonant with
A rules and policies of the Trustees, Office of the Chancellor nd of the campus which predate

the grievance and to which the attention of the arbitrator, Grievance Committee or Hearing
Officer was directed in the course of the Grievance Proceeding, and insofar as consonant with
the laws of California and the United States, shall be final and binding upon the.campus and
the grievant.

16.14 AAA billings shall be submitted to the campus for payment.
.-

16.15 By written agreement of the grievant and the President furnished to the AAt a matter may be
settled and withdrawn from the review provided by this Section 16.0 at any time. Such with-
drawal shall be final.

17.0 Construction of These Procedures

17.1 "Shall" is mandatory and "may" is permissive.

17.2 Section hearings 4Q not in any manner affect the meaning or intent of the provisions of
these Procedures.

V.*

17.3 These Procedures shall be considered complied with despite technical departures from them or
errors in their application, unless in the opinion of the President, or the arb ator, the
technical departures or errors were substantially prejudicial to persons directl involved
or to the campus. s-, ,

1%) In applying the singular language-of these Procedures to consolidated hearings, the singular
number shall include the plural. . ,

17.5 All notices, requests, reports, and statements sent pursuant to these Procedures shall be
sent by U.S. mail. The date postmarked on the envelope shall be the governing date, unless
the date of receipt is expressly specified in these Procedures.

17.6 Unless differently defined in these Procedures, terms used in these Procedures which are
defined in Sections 40000 and 42700 pf Title 5 of the California Administrative Code shall
have the meaning given in those definitions.

/6
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Disciplinary Action Procedures for Academic
1Personnel of the California State Colleges

Executive Order No. 113

This Executive Order is issued pursuant to Section 43525 of Title 5,of the Californte-
Administrative Code.

1. Except as provided in this Executive Order, the Disciplinary Action Procedures for
Academic Personnel of the California State College are established effective this
date, for the California State Colleges,and shall govern disciplinary action pro-
ceedings for academic employees accordinA to its terms. A, copy of.hese Procedures
it attached to, ind made a part of; this Executive Order.

2. These Procedures supersede all other Disciplinary Action Procedures-for Academic
Personnel previously in force in the California State Colleges,

3. The Procedures shall be made available to'all'academic personnel covered by its
terms.

4. If, in the judgment of the President of a new or small State College, there are
particular provisions in these Procedures which appear impractical to institute
during an identified period of time, he may request the Chancellor to waive such

requirements in the case of the particular State College. The Chancellor shall
review such requests and take'action as appropriate.

5. Hearing-officers will be designated, by the Chancellor for each State College, as
provided in Section 6.1 of these Procedures. Until further notice, hearing offi-
cers appointed by the Presiding Officer of the Office of Administrative. Procedures
(Government Code Sections 11370-11370.4) are hereby designated as Hearing Officers
under these Procedures. Arrangements have been made whereby such Hearing Officers
will be assigned'upon request of the President to the Presiding Officer; at his
office in Sacramento.

DATED:. September 30, 1970.

I

/s/ Glenn S. Dumke

Glenn S. Dumke, Chancellor



ATTACHMENT A

Disciplinary Action Procedures For

Academia Personnel of theCalif9rnia

State Colleges

Sections

1. Coverage and Scope

. 2. Authority of, the President,

3. Temporary Suspension; Withdrawal of Consent to Remain
on Campus

4. Effective of Other Proceedings

S. AdministrativO Officer )

6: Hearing.OfficOr

7. )General Provisions'for Hearings

8. RecommendatiOns of the Hearing Officer

9. Disciplinary ActiOn Panel
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11. Subsequent Action
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PREAMBLE

The sp Procedures apply only to those actions or conduct that exert a harmful effect upon the academic
/ functionOrof the College, those that adversely affect the students, the administration, or other-faculty

members, and -those that adversely affect the teaching process or the proper administration of the College.

The American Association of University Professors' Statement of Professional Ethics whch has been
adopted by the Academic Senate, CSC provides, "As a member of his community, the professor has the rights
and obligations of any citizen. He measures theturgency of these obligations in the light of his respon-
sibilities to his subject, to his students, td his profession, and to his institution. When he speaks gr
acts as a private person, he avoids creating the impression that he speaks or acts for his college or
university. As a citizen engaged in a profession that depends upon freedom for its health and integrity,
the professor has a particular obligation to promote conditions of free inquiry and to further public
understanding of academic freedom," At the same .time, faculty, .enjoy the rights of citizens in, the
munity,"and it is not intended that these Procedures should reach into and control the personal actions or
conduct of faculty members where those actions, or that conduct, do not exert a harmful effect upon the
academic functions of the College.

Section 1.0 Coverage and Scope

1.1 These Procedures are applicable to determinations of charges which may result in disciplinary action
pursuant to Education Code Section 24306.

1.2 These Procedures are established pursuant to, and in order to implement, Sections 42701, 43522,
43525 and 43526 of Title 5 of the California Administrative Code, and Education Code Section 22505.1/

1.3' These Procedures are applicable-to all full-time tenured and probationary academic employees, inclu-
ding those on leave of absence with or without pay.

1.4 Disciplinary action proceedings under ExecUtive Ordbrs 67 or 81 which were commenced but not con-
cluded by September 30, t970, shall continue under the prodedures of the respective Executive Order,
expapt that. the Chancellor's Review Panel shall be advisory to the Chancellor, and the Chancellor
shall make the final decision. A proceeding shad be considered to have been commenced under Execu-
tive Order 67 or 81, as the case may be, on the date a request for disciplinary action was filed;
with the Initiator or appropriate faculty agency under such Executive Order.

Section 2.0 Authority of the President

2.1 All determinations and findings under these Procedures made by anyone other than the President are
in the nature of recommendations to the President, who shall have final authority at the college
level.

2.2 The functions of the President as described in these Procedures, may be delegated by him to indivi-
dual designees who are employees of the College, and who shall exercise those functions in his ame.
However, the President shall be responsible for any action taken under his authority. All refer-
ences in these Procedures to the President include such designees.

Section 3.0 Temporary Suspension; Withdrawal of Consent to Remain on Campus

3.1 The President may order the temporary suspension of any academic employee as provided in Section
43522 of Title 5 of the California Administrative Code, an interim suspension pursuant to Education
Code Section 22505, or both. In the case of interim suspension pursuant to Education Code Section
22505, or a withdrawal of consent to remain obi campus pursuant to Pedhl Code Section 626.4., the
academic employee shall be afforded an opportunity for a hearing on that issue, within ten'days of
the respective action. If that hearing should occur prior t his disciplinary hearing under these
Procedures,' the issue shall be whether a continued withdrawal of consent pending such disciplinary
hearing is required in order to protect lives or property and to insure the maintenance of order,
and on any issues presented by a request for hearing pursuant to Penal Code Section 626.4 (c).

1/ Specific code sections referred' to in these Procedures are set out in the-Appendix.
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Section 4.0 Effects of Other Proceedings

4.1 Action under these Procedures shall go forward regardless of possible or pending other administrative,
civil, or, criminal proceedings arising out of the same or other events.

4.2 The President may reopen disciplinary proceedings on the basis of new evidedce developed in proceed-
ings arising out of the same events as gave rise to the college disciplinary proceedings. The Presi-
dent shall cause campus action to be initiated on the basis of the criminal conviction of an academic
employee whenever applicable statutes or regulations require it.

Section 5.0 Administrative Officer

5.1 General

a. The President shall designate an academic administrative officer who shall have general charge.of
' the administration of these Procedures, the duties described in these Procedures and such other
Unties as the President may determine. The person so designated shall serve in this assignment

, -.t the pleasure of the President.
.

.

.
,

.. .

.L. The person so assigned may use such local, administrative tiitle as the President may determine.
For convenience, he is referred to as the "Administrative Officer."

c. All references in these Procedures to the Administrative Officer shall include such other persons
as are authorized by the President to assist the Administrative Officer and act in his name.

d. The Administrative Officer shall investigate all alledged misconduct within the scope of these
Procedures. All requests for disciplinary action within the scope of these Procedures shall be
filed with him.

e. The Administrative Officer shall submit allegaticfns of misconduct to the person charged, who May
present a written answer within three college working days2/ of receipt. The Administrative
Officer shall conduct an investigation of the allegations and any answer to these, including a
review of the documentary and other material available to him, to determingjwhether or not
further proceedings are warranted. Such determination shall normally be made within seven college
working days after the person charged has been initially informed by the Administrative Officer
of,the allegations against him.

f. As a result ohis investigation, sthe Administrative Officer shall make a recommendation to the
President as to whether the matter should proceed. A hearing shall be held whenever tpe Presi-
dent determines that it is warranted, and whenever required by statute, action by the Board of
Trustees, of the Chancellor.

v.
g. If it is determined that the matter should not proceed, then, unless new evidence sufficient in

the opinion of the President to warrant reopening the case is subsequently discovered, the
disciplinary proceeding shall be.considered closed.

5.2 Notices.

a. The Administrailve Officer shall prepare and mail notices as appropriate to the person charged,
notices addresed to him-at the last address posted on the Ards of the Personnel Officer of
the College, and deposited in the United States mail, firs ass and postiAcepaid, shall be
presumed to have been received and read by the person charged.

4
I

The Administrative Officer shall initiate hearing procedures against a person charged, by mailing
or personally delivering a notice, letter to him, -by registered. Or certified mail, return receipt
equested, which:

(1) Contains a statement of the charges against him, in terms ofthe appropriate subdivisions
of Education Code Section 24306, or'such Other statutes or regulations as may be applicable,
and a brief factual description, stated with reasonable particularity, of the conduct upon
which the charges are based.

(2) Notified him of the time and place of hearing.

(3) Refers to or encloses a copy of these Procedures.

2/"College working day" is defined in subdivision c of Section 5.2
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(4) Includes such other information as the Administrative Offtlar may wish to include, such as
notice of temporary suspension and withdrawal of consent to remain on campus where such .

action has been decided upon. ,
.

c. As used in these.Procedures, "college working day" shall mean any day other than a Saturday,
Sunday or holiday as defined in Government-Code Section 18025.

.
.

.
.

..

5:3- The person charged may waive a hearing and accept A sanction as recommended by the Administrative
Officer and approved by the President. The person charged lay accept this sanction without admitting
that he engaged in the conduct charged. Should he not accept the sanction, the matter shall proceed
to hearing, and no cognizance shall be taken of the recommendation made pursuant to this 2lection,54.

;.. .
. -

.
5.4 The- Administrative Officer shall make physical. and-scheduling arrangements for the hearing of cases.

5.5. The Administrative Officer shall attend the hearing and, shall marshal and present the-evidence
. against the perion charged,.

SeCtion 6.0 Hearing Officer

6.1 The-.Chancellor shall designaie one or more Hearing Officers, who shall serve forterms as determined
by the Chancellor:

6,2 Hearing Officers shall be attorneys', admitted to the practice of law in California, whb are qualified
by professional experience in presiding at judicial or quasi-judicial adversary proceedings, or wha
haute been members of the California State Bar for at least five years. They will not hold any employ- .

ment, or other contract (other than as a Hearing Offider) with any California State College,during
the period of their service.

Suction 7.0 General Provisions for Hearings .

'7
.7.1 Both the person charged and his adviser, and the Administrative/Officer and his adviser may:

a: Be present at all proceedings for the hearing whenever anylovidence is being presented.

b. Examinc all documents or other evidence presented to the Hearing Officer.

c. Present relevant evidence and question witnesses presented by the other.

d. Present an oral or written summary, -of arguments at the conclusions of any hearings.

7.2 Evidence

a. Formal rules of evidence shall not apply?

- b. Any relevant evidence shall be admitted if it is the sort of evidence on which responsible persons
are-accustomed to rely in the conchict of serious affairs, regardless of the existence of any
common law or statutory rule which might make improper the admission of evidence over objection
in civil actions. Hearsay evidence may be used for the purpose of supplementing or explaining
other evidence but shall not be sufficient in itself to support the finding unless it would be
admissible over objection in civil actions. The rules of privilege. shall be effective to the
extent that there are statutory bases for their application, and irrelevant and unduly repetitious
evidence shall be excluded.

c. No evidence other than that received at the hearing shall be considered by the. Hearing Officer..
.

7.3 The person charged will not be required to give self-incritinating evidence, and no inference of his
guilt shall be drawn by reason of his declining to give eVidence on this ground.

7.4 Times Within Which Hearings are to Proceed

a. Matters preliminary to hearings shall be decided, hearings conducted, and cases determined under
these Procedures as quickly as possible,. consistent with reasonable notice.

b. Normally, matters preliminary to hearings shall be decided and notices of earings given, within
tenc011ege 4Wrking days of the time the .Administrative Officer is informeELthat a probably con-
duct Violation, or other basis for a hearing has occurred, and of the identity of the person or
persons apparently l'esponsible. The person charged and the General Counsel (in the event the per-
son charged elects to be represented by counsel at the hearings'as provided in Section 7.7-b)
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shall each have not less than five college working day's notice of commencement of a hearing.
Each of them may waive this requirement.

1

c. Hearings will normally be held within ten college workift days Of the date notice pursuant to
Section 5.2-b is sent to the person charged.

d. Other than as required for the convenie e of-the.Hearing Officer, extensions of time for hearings .

a'
ahalr be authorized only for good and compelling reasons. The p9sSibility or pendency of. other
administrative, civil or criminal proceedings against the person nicharged is not such a reason,
unless the other trial or hearing is cheduled for the same day as the College heating, or unless
it is physically impossible for the rspn charged. to attend the College hearing. Prior to the
commencement of a hearing, the Admini, rative Officer shall decide requests for extensions. After
that, should any further requests. be ma e, the Flaring OffiCer shall rule on them.

7.5 The Hearing Officer shalt:

a., Make all rullOs on matters relating to the conduct of the hearing, including matters regarding
admission of evidence.

b. Maintain an orderly hearing and permit no person to be subjected to abusive treatment. He may
eject or exclude.anyone whoirefuses to be orderly. Should he exclude the Orson charged, he shall
make such provision as is practical in his behalf.

c. Recognize the perso15.-charged or his adviser, and the Administrative Officer or his adviser, for
the purpose of questioning witnesses or.presenting argument, evidence or requests to.the Hearing

*Officer. _The INearing Offider may also question witnesses.

d. Make such fUrther rules for the conduct of the hearing as he deems appropriate, not inconsistent
with these procedures.

7.6 A person charged may challenge the Hearing Officer for cause by submitting a written Statement to the
Chancellor, with a copy to the President setting forth facts which establish that:

a. The Hearing Officer was a participant in the events out of which the action arose, other than
-events connected with the conduct of a hearing.

b. The Hearing Officer is related to or has had pas1t association with the person charged or his
adviser, the Administrative Officer or his adviser, or another person who has been adversely a
affected by the events giving rise to the action, which Rpst association is of a'kind which would . ,

prejudice his judgment to the degree that it appears that'll fair hearing could not be had. "Past
association" does not include an association acquired in connection with n previous hearing.

The Chancellor shall determine whether the facts present grounds for disqualification and his
decision shall be final. The Hearing Officet may disqualify himself on his own motion. No pre-
emptory challenges may be made.

7.7 Advisers; Attorneys

a. The person charged may be accompanied by one adviser of his choice, who may idt on his behalf.
If he desires that his adviser be an attorney, the person charged must give written notice of the
name and office address of the attorney to the Administrative Officer at least four working days
before the time sot for' commencement of the hearing; if there are loss than five working days
hetween that time and the date of the notice of hearing, then the notice that his advisqr will be
an atorne must be given at the earliest roasondble time. Otherwise his attorney will not bo
.admitted to the hearing.

b. Should a person charged advise that he will be, accompanied by an attorney, the Adtinistrative
Officer shall ithiediately.advise the Office of General Counsel,.so that an attorney may be present
to present thecase on behalf of the Administrative Officer.

7.8 Persqnielho May Attend Hearings; Confidentiality.

a.. Hearings shall be closed to everyone other than the person conducting the hearing, the person.
charged and the Administrative Officer a single adviser for each of them, the person designated
to record the hearing pursuant to Section 7.9, witnesses while they are presenting evidence, and
the representatives of not more than two recognized faculty organization as prov in 'this
Sectidn.

:OM

(1) The person charged and the'Prosident may each authorize one person who is a representative
of a recognized professional faculty organi;ation or of the academic senate or council of
the College to attend the hearing as an observer.

E21
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. It is the policy of theCalifernia State Collegesthat evidence, proceedings, findings and recom-
mendation (but not the. final deciiion of the President) are confidential and shall not be made
public bfthe College or by any partiCipant in a. hearing including the person charged and the
faculty-organization observers, except as any of the foregoing may be filed in court or intro-.
duced.as evidence in an administrative or court proceeding brought to review as action taken pur-
suant to these Procedures. Ithe event these matters should becomepublic, however, the College
may 'authorize such publicstatements as are appropriate: This policy:of confidentiality shall
not preclude the,College from taking any action followingapprop at procedures against any pek-
son or entity, -On the basis of evidence developed. at the hearing.

7.9 The Administrative -Officer shall arrange for making an audio tape of y and all proceedings
conducted by'the Hearing Officer.

4

7.10 Censolidated,Hearings.

.

A. Where more than one academic employee is charged with cqqaut arising out of.a single occurrence,
or out of connected multiple occurrences, a single hearing may be held for all of the academic

_..)employees so charged.
.

1

Are .

.

. .

The Administrative Officer shall make determinations regarding consolidation. All such determin-
ations shall be sibject-to revision by the Hearing Officer. In the event OP'such revision,. all.

.k.
cases-affected shall be rescheduled for hearing.

b. The sepai'ation of:one or more Cases from a group,of cases prev usly set for a. consolidated
hearing shall not be consideredtoaffect the remaining cas in,the group.

. 7.il If the person charged does not appear, without satisfactory' explanation for hisabsence havingbeen
made to the Administrative Officer in advance, or should he leave the hearing before its conclusion,
or adjournment, -the hearing shall pkoceed without him and the Hearing Officer'shall make his find-
ings and report based on the available evidence, just as though.the person charged had been.present'
throughout the hearing. The Hearing Officer shall determine whether any reasdn given.fornonappear-

.-
ance, or for leaving the hearing before its conclusion or adjournment, is satisfactory. However, the'
pending of an administrative hearing or a civil" or criminal trial- to which the person is charged is
a party shall not be considered a satisfactory explanation unless the actual hearing or trial date
Conflicts with the College hearing date. sh

' .

. Section 8.0 Recommendations of the Hearing Officer

8.1 F011owing presentation of evidence, the Hearing Officer shall'privately consider theevidenceand
shall prepare a written decision and report. The decision and report shall contain as to each person
charged:

a. Findings' of fact with .respect to the evidence presented.

b.
/

Encases in which the provisions of any of the following subdivisions of Education Code Section.
24306 are. charged as a cause for scipline, a:finding of whether the cause is establiShed by
the eVidence "(g)" (conviction roily or conviction of any misdemeanor involving moral'

.

turpitude); "(h)" (fraud in securi ppointment); "(i)" (drunkenness on duty); and "(i)" (addic-
tion to the use of narcotics or '_bit forming drugs).

.

8.2 Findings shall be based upon a preponderance of the evidence, as determined by the Hearing Officer.
. -

8.3. Within three college working days of the conclusion'bf the hearing or as soon thereafter as possible,
the Hearing Officer shall submit his findings and report to the President.

Section 9.0 Disciplinary 'talon Panel

9.1 EaCh College shall'have a Disciplinary Action Panel.
1

. 92 iplinary Action Panel shall consist of all tenu d academic employees of the College holding

5, di( of associate professor or professor, who are ass ed at least to-thirds time to teaching,
, research, or both..

'7
9.3 Service as a member the DiSciplinary Action Panel, and as a member of d Disciplinary.Action

ComMittee, unless e d by the President fot kgood cause, is part of the normal and reasonable.'
duties of,every employee designated in Section 9.2 of these Procedures.

.. . , ' ,..4° . . .
.

frog9.4 Within three college working days of the receipt of formal written charges froM the Administrative
',Officer, the Vesident sh cause a Disciplinary Action Committee of three members to kp selected
by froM among the membersof the Disciplinary Action Panel.. The person charged andwthe Admini-
Officer'Shall each be infOrmed of the panel members selected for the Committee. .
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9.5 The person'charged aipd the Administrative Officer shall each have the right to excuse pp to two

'persons from those selected for the Com*ttee, without cause. Each may challenge any person from

membership on the Committee, but only for cause as provided in Section 7.6. Actions'tdexcuse"or to
Challenge must, be exercised by the close of the college working day following the day information as
to the persons selected for the Committee is given, pursuant to Section 9.4. The Hearing Officer

shall rule, on all challenges for cause of a person selected'for the Committee.

-9.6 Vacancies on the proposed 'Disciplinary Action Committee caused by challenge or excuse shall be filled
by lot from among.other members. of the Disciplinary Action Panel, and shall besubject to excuse or
challenge as provided in Section 9.5, except that the aggregate number of persons'who may be excused
without cause pursuant to Sections 9.5 and 9.6, shall not exceed two each'for the person charged and
.the Administrative Officer.

9.7 The Disciplinary Action Committee shallconsider the findings of the Hearing Officer.` It may
consider other matters in the record. It may not receive new evidence, and it shall be bound by /

findings of tiA Hearing Officer made pursuant to Section 8.1. Within five college working days of

4/receipt of the findings and report of the Hearing Offkcer, the Disciplinary Action Committee shall
submit its recommendation to the.President. -

Based on thelkindings and the record, the Disciplinary Action Committee shall find asto each person
charged whether the facts as fouria'by the Hearing Officer constitute groundS for disciplinary action
in all cases in which any of Ilp following subdivisions of Education Code Section 24306 are charged
as a cause for disciplinary,araon: "(a)" (immoral conduct);"(b)" (unprofegsional conduct); "(c)"
(dishonesty); "(d)" (incompetency); "(e)" (physical or mental unfitness fOrthe 'position occupied);
and "(f)" (failure or refusal to perform the normal and reasonable duties of the position). If the.

Disciplinary Action Committee finds any of theforegoing grounds for disciplinary action are estab
Ashed by the,evidence, and in all cases in which the Hearing Officer has found a cause for disci
pline to be established by the evidence as provided in Section 8.1-b, The Disciplinary Action Co lt-

tee shall recommend to the President what disciplinary action, if any, ShoUld be taken as provided
below. Otherwise it shall advise the President that no cause for discipline exists.

The Disciplinary Action Committee may refer questions, if any, to the Hearing Officer.for clarifi-
cation.

If a cause for disciplinary action exists, the recommenUation of the Committee to the President may
include:

a. Dismissal with denfal of'acCess to the campus and all college facilities for a period not to
exceed one ye r.

.1\ t

b. Dismissal.

c. Demotion,

d. Suspension with Menial of accss to the cardinis
suspension

e. Suspension.

A written reprimand,

g. Ah oral reprimand.

h.. No action.

9.8 pon arriving at a
\

recommendation, the
ollege President, the Hearing Officer,
statement of its recommendations which

:"Committee deems.appropriate.,

SectiOn 10.0. Action by the President

1'

and all college facilities for the period of the

Disciplindry Action DIMmittee shall forthwith transmit to the
the Administrative Officer, and the person charged a written

may include such justification of those recommendations as thl

10:.). Tip President shall decide.whatlksciplinary action should be taken, if any, withigpfiye college
working days of the time he receives the recommendation of the Disciplinary Actionommittee, or as
.soon thereafter -as possible. .

.

.
,

....
.

10.2 -If no dbliciplinary recommendation is received by the President within the five day period provided
in Section 9.7, the'President shall nevertheless determine the appropriate disciplinary action to be

Q 84-taken.
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10.3 The President py returnothe matter to thelearing Officer for clarification or further proceedings
as appropriate. -

10.4 The decision of the President shall Concur'with.the recommendations of the Disciplinary Action Com-
, mittee except in rare inStandes when, in,the,opiniot of the President, compelling reasons exist for
a different result. In the event that.the Presidents decision is not in accotd.with the Discipli-
nary Action Committee's recommendation, the compelling reasons forAis decision shall be stated in
detail and in writing to the person charged anc to the Disciplinary Action Committee. Copies shall.
also be sent to the Hearing Officer and toPthe Administrative Officer. At this "time, the President
and the Disciplinary Action Committee shall make an effett.to resolve their differences regarding
disposition of the case. In the event that no such resolution of differences is made, the.decision
of the President on.each case is final at the,college level.

:

10.5 The President shall forward hisrecommendation for disciplinary dismissal, demotion, or suspension
to the Chancellor for appropriate.. subsequent aotion: shall be accompanied by the recommendations
made to the President by,the Hearing Officer and by the Disciplinary Action Committee pursuant to
Section 9.8, except as the latter Aommendation Mat.be modified pursuant to Section 10.4.

Section 11.0 Subsequent Action -

11.1 The Chancellor or hisdesigneoshall take such action,on any recommendation of the President, as he
considers appropriate.

11.2 Where appropriate, notice of disciplinary action shh11.be. prepared and served pursuant to Education
Code Section 243084 in which -eV9Lit the- person charged try appeal to the State` Personnel Board and,
as authorized by law, receivtaMe novo hearing before that agency:

Fr

%Section 12.0 Other Provisions

12.1 An.academic employee of a State College who is accused of conduct as detcribed in Section 1.1,
alleged to have been committed at anbther State allege, shall be subject to disciplinarraction at
the pmpus with'respect to which the violation,.is alleged to have occurred and all references to
the President, the AdministrativeOfficer, and the Hearing Officer. shall refer to those persons at
that campus; providedthat a Disciplinary Action Co ittee of the Gollege at which the perSon-charged
is an academic employee, shall be empaneled anii-mak recommendations as provided in Section 9, and.

. the President of that College shall make the final us deciiton with respect to discipline.

7,4

st

,

12.2 Arguments by the person charged or his adviser concerning the.legal (as distipguished from factual)
applicability, or legal validity of any provision on the basis of which he is charged, or df these
Procedures'; shall not be addressed to the,Hearing Officer, but to fhe President, as'soon as the...4
hearing has concluded: 4The President shall seek advice on the matter from the Office of General"
Counsel. The advice received from that office shall be considered by. the President before a final
campus decision is rendered.

.12.3 Technical departures from these Procedures and errors.in their.apPlication shall not be grounds for
the President or the Chancellor to withhold.disciplinaryion unless: in the-opinion of the Presi-
dent or the Chancellor, the technical departures or errors where such as to haVe prevented a fair

,and just determination of the,- issues. p

12.4 These Procedures" are to provide an iiternal means for the determination of.those matters which
.

.

.'° mould proceed to forMai disciplinary action pursuant to Education Code Section 24308. It js,not
intent either that they or any error in their application be relevant to4'or proVide a-- -basis for,
revie, by the State PerSdfinel Board, or lipokr Court reviewing action of the State Personnel Board
in a State College disciplinary matter. -, -

r
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ATTACHMENT

APPENDIX

Title 5, California Administrative Code Sections:

427Q1. Consultative Procedures. Each college shall develop, as soon as practicable, procedures whereby -

tenured members of the faculty shall be involved in recommendations to the president or his designee rela-
ting to acadeMic personnel matters. Such procedures shall be submitted to the Chancellor and the Trustees

for approval.

The Chancellor shall make every effort, insofar as-practicable, to encourage uniform_ procedures
among the colleges.

43522. Temporary Suspension. When there is a strong and compelling evidence that the presence of an
employee on his job might create serious problems, if such evidenCe were subsequently proven to.be correct,
a president or the Chancellor may temporarily. suspend an employee pending investigation and/or the furnith-

ing of formal notice of disciplinary action pursuant tooSection 24308 of the Education Code. Unless

earlier terminated by the president or the Chancellor, as the case may be, such temporary suspension shall
automatically terminate upon the furnishing of formal notice of disciplinary action or, unless extended as
provided by:this section 30 days after its.commencement, whichever first occurs.

The date for such automatic termination of the period of temporary suspension, where no furnishing'
of formal notice of disciplinary action has occurred, may be extended upon the written statement of the
employee addressed to the president or,the Chancellor, as the case. may be requesting such extension.

Suspension under this section shall not prejudide the case of the employee or any rights he may be

providedounder this.artine.

43525. Disciplinary Actionipocedures for Academic Personnel. The Chancellor shall prescribe, an may

from time to time revise, Disciplinary Action Procedures for Academic Personnel of the Californi State

Colleges. These procedures shall be .applicable to all full -time tenured and probationary academic
employees, including those on leave of absence with'or without phy: The Chancellor shall report to the.-

Board.on procedures issued or revised pursuant to this section.

43526. Disruption of Campus Activities. Notwithstanding any provision -in this Subchapter,6 to the con-

trary, any employee of the California State Colleges who,ffollowing appropriate procedures at'the. college,-
is found to have disrupted or 'to have attempted to disrupt, by force or violence, any part of the instruc-
tional program of a, state college, or any meeting,-recruiting interview or other activity authorized to be
held or conducted at the college, may, in the discretion of the President, be disciplined%pursuant to
Section 24306 of the Education Code. 4

- .

Education Code Sections:

22505. The chief admindnipative officer of a junior college.,, state: college, or state university, after
prompt hearing of the facts, shall take appropriate disciplinary. action against, any student, member of the

faculty, member of the supportstaff or member of the administration of the junior college, state-college;

or state university who has been convicted of a crime arising out.of a campus disturbance or, afters

hearing by a campus body, has been found to have willfUlly disrupted the orderly operation of the campus.
Nothing in this section shall be dbnstrued-to prohibit, where an immedia "te suspension is.required dn order

to protect lives or property and to insure the maintenance of order, interim suspension pending a hearing;
Provided that a reasonable opportunity beafforded the suspended person for a hearing within 10 days. The

disciplinary action may include,/but need not be limited to-, suspension, dismissal, or expulsion. The pro-

Visions of Sections 24308 to 2431,0, inclusive, shall-be applicable to any state college employee dismissed

pursuant to this section. The obief adafinistihtive officer. ofjeach such institution shall submit periodic

reports as to the nature 8nd disposition of cases acted upon ito this section to hit governing

board. .

24306. A permanent or probbitionary academic or nonacademic employee may b ismissed, demoted, or sus-

pended for the folloWin&dauses:

,(a) Immoral conduct.

). .(b) Unprofettional conduct.

(c) Dishonesty. 86.
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.(d) Incompetency.

(e) Physical or mental unfitness for position occupied.

(f) Failure or refdsal to perform the normal-and..reasonable duties of the position.

(g) ,Conviction of a felony or conviction of any misdemeanor involving moral turpitude.

(h) Fraud in securing appointment.

(i) Drunkenness on duty.

(j) Addictiov to the use of narcotics or habit forming drugs.

24308. Notice of dismissal, demotion or suspension for Cause of an academic or nonacademic employee shall
be in writing, signed by the Chancellor or his designee and be-served on the employee, setting forth a
statement of causes, the events or transactions upon which the causes are based, the nature of the penalty
and the effective date, anda statement of the employee's right to answer within 20 days and request a
hearing before the State Personnel Board..

Notice of the. reassignment of in administrative employee pursuant to Section 22607 shall be in
ikwriting and shall be served on the employee setting forth a statement of the employee's right to answer
within 20 days and request a Hearing before the Trustees but only on the question of whether the position
to whin he is reassigned is commensurate with hig qualifications

Government Code Section:

a

18025. All employees shall be entitled to the following holidays: the first day of January, the 12th day
of February; the third Monday in February, the last Monday in May, the fourth day of July, the first. Monday.
in September, the ninth day of September, the second Monday in October, the fourth Monday in October, the
25th day of December, every day onhich an election is held throughout the state, and every day appointed
by the-Governor of this state for a public fast, thanksgiving, or holiday.

When a day herein listed.falls on a Sunday, the following Monday shall be deemed to be the holiday
in lieu of the day observed. Any employee who may be required to work on any of the holidays herein
mentioned,. and who does work on any of said holidays, shall be entitled to be paid compensation or given
compensating time off for such work within the meaning of this article. For the purpose of computing the
number O7 hours worked, time during which an employee is excused from work because of holidays, sick leave,
vacation, or compensating time off, shall be considered as time worked by the employee.

Penal Code Section: '

.

(a) The chief administrative officer of a campus or other facility of a junior college, state
college, or state university, or an officer or employee designated by him to maintain order
on such campus or facility, may notify a pers.= that consent to remain on the campus or other
facility under the control of the chief administrative officer has been withdrawn whenever
there is reasonable ause to believe that such person has willfully disrupted the orderly
operation of such canipus,or facility.

(b) Whenever consent is withdrawn by any authorized officer or employee other than the chief
administrative officer, such officer or employee shall as soon as is reasonably possible
submit a written report to'the.chief administrative officer. Such report shall contain all
of the following:

(1) The description, of the person'from whom consent was withdrawn, including, if available,
.the person's name, address, and phone number.

(2) A statement of the facts giving rise to the withdrawal of consent.

If the chief administrative officer, or in his absence a person designated by him for
this purpose, upon reviewing the report, finds that there was reasonable cause to
*neve that such person has willfully disrupted the orderly operation Of the campus or
facility, he may enter written confirmation upon the report of the action taken by the
officer or employee. If the chief administrative,offioer, or, in his absence, the
person designated by Oim, does not confirm the action of the officer or employee within
24 hours after the-timethat consent was withdrawn, the action of the officer or
employee shall be deemed void and of no force or effec except that any arrest made

bitduring such period shall not for this reason,be deeme to have been made fbr prob-
able cause.

87
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(c) Consent shall be relnstateif-t3tthe chief administrative offider whenever he has reason to
believe that the presence Off:the person from wIlom consent was withdrawn will not constitute a
substantial and material threatto.the orderly operation Of the campus-or facility. In no

case shall consent be withdrawn for longer than 14 days from the date upon which consent was
initially withdrawn. The person from whom consent has' been withdrawn may submit a written
request for a hearing on the withdrawal within the two -wek period. Such written request
shall state the address to which notice of hearing is to be sent The chief. administrative
'officer shall grant such. a hearing not later than seven days from the date of receipt of such
request and shall immediately mail a written notice of the time, place, and date of such
hearing to such person.

(d) Any person who has beennotified by the chief administrative officer of alitimpus or other .

facility of a junior college, state college, or state university, or by an officer or employee
designated by the chief administrative officer to maintain order on such campus or-facility
that consent to remain on the campus or facility has been withdrawn pursuant to subdivision
(a); who, has-not had sych consent reinstated; and who willfully and knowingly enters or
remains upon such campils or facility during the period for which consent has been withdrawn
is guilty of a misdemeanor.' This subdivision does not apply to any person who enters or
remains on such campus or facility fof the sole purpose of applying to the chief administra-
tive officer for the reinstatement of consent-or for the sole purpose of attending a hearing
on the withdrawal.

(e) This section shall not affect the power of the duly constituted authorities of a junior
college, state college, or state university to suspend, dismiss, or expel any student or
employee at such university or college.

(f) Any person convicted under this section shall be punished as follows:

(1) Upon a first conviction, by a fine of not exceeding five hundred dollars ($500), by
imprisonment in the county tail for a period of not more than six months, pr by both
such fine and imprisonment.t

(2) If the defendant has been previously convicted once for a violation of any offense
defined in this chapter or Section 415.5, by imprisonment in the county jail for a
period of not less than 10 days or more than six months, or by both such imprisonment
and a fine of not exceeding five hundred dollars ($500), and he shall not be released
on probation, parole, or any other basis until he has served not less than 10 days.

e
(3) If the defendant has been previously convicted two or more times of a violation of any

offense defined in this chapter or Section 415.5, by imprisonment in the county jail
for a period of not less than 90 days or more than six months, or by both such impris-
onment and a fineof not exceeding five hundred dollars ($500), and-he shall not be
releaged on probation, parole, or any other basis until he has served not less than
90 days.

a,
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APPENDIX-F

Faculty Dismissal

1. Education Code

, 2. Administrative Code
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FACULTY DISMISSAL

de.

p.

(Provisions of the California Educational C ode)

DISMISSAL, DEMOTION, OR SUSPENSION

a

24306. A %permanent or probationary academic or nonacademic employee may be dismissed, demoted, or
suspended for the following causes:

(a) immoral conduct.
(b) ,Unprofessinnal conduct:
(c). 'Dishonesty.

(d) Incompetency.
(e) Physical or mental unfitness for position occupied.

. .(f) Failure or refusal to perform the normal and reasonable duties of the position.
(g). Conviction of a felony or conviction of any misdemeanor involving moral turpitude.
(h) Fraud in'securing appointment.
(i) Drunkenness on, duty.
(j) Addiction to the.uSe of narcotics or habit forming drugs.

. \ (Amended by Stats. 1961, Ch. 1828.)

INCLUSION WITHIN "UNPROFESSIONAL CONDUCT"

24307 "Unprofessional conduct" as used in Section 24306 includes, but is not limited to:

(a) Membership-in, or active.support of, a;ftemmbnist front", a."communist action" organiza-
tion, or a communist organization, AS those terms are now- defined in the act of the

ongress
of the United States designated as "Internal Security Act of 1950."

(b) Persistent active participation in public meetings conducted or sponsored by an
organization mentioned in subdivision,(a) of this section.

(c) Willful advocacy of the overthrow of the Government of the United States or of the State,
by force; violence or other unlawful means, either on or off the campus.'

-(4) Willful advocacy of coMmunitm, eitheron or off the campus, for the purpose of under-
mining the patriotismof pupils, or with the intent'to indoctrinate any pupil with
communism or inculcate'a-prefetence for communism in the mind of any pupil.

NOTICE OF DISMISSAL, DEMOTION, SUSPENSION7OR REASSIGNMENT

. 4
24309: academic or nonacademic employee didmissed, suspended, or demoted for cause may request ,

' gearing by theState Personnel Board by filing such a request, in writing, with the board
within 20 dayS'lf being served with the notice. ThisTrequest may be on the grounds that the
required procedure was net followed; that there is no ground for dismissal, suspension, ort
demotion; that the penalty is excessive, unreasonable, or discriminatory; or that the
employee did not do the acts or omissions alleged as the events or transactions upoU which
the causes are based were justified.,

. .

, f 04 .q
The State:Personnel Board shall. hold a hearing,. following the same Nbcedure as in state

. civil service'proceedinp anti shall render a,decision affirming, modifying or revoking the

, action taken.. In a hearing,. the burden of proof shall be on the Party taking the dismisal,,

action. (Amended by Stats. 1961,,Ch. 1828.).

RESTORATION OF OF POSITION. AND PAYMENT OF BACK SALARY ON REVOCATION OR MODIFICATION OF DAMISSAL; SUSPENSION,
DEMOTION, OR REASSIGNMENT

, . . . .

24310. af the dismissal, suspension, or demotion or the reassignment is revoked or mddified by the
Personnel Board or the trustees,'the employee shall be restored to his position io'Q

accord with the decision, and shall be paid .back salary equal to that which the employee
'would have-earned if continuously' employed in accord 'with the decision .

(Amended by Stats. 1961, al. 1828) ,

_
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ABSENCE WITHOUT LEAVE AS'RESIGNATION: REINSTATEMENT

24311 Absence without leave of an academic or nonacademic
for five consecutive working days is an automatic res
last date on which the employee worked.

loyee, whdther voluntary or involuntary,
gnation from state service, as of the

An academic or nonacademic employee may within 90 days of the'effective date of such separa-
tion file a written request with the State Personnel Board for reinstatement. If the appoint-

0 ing authority has notified the employee of his automatic resignation, any request for rein-
statelnent must be in writing and filed within 15 days of the service of notice of.sep ation.
Notice may be personally served or it may be served by mail to thelastknown residence or

business address of the addressee and is complete on mailing. Proof of service, eith
personal or by mail, shall be made by affidavit. Reinstatement may be granted only f the
employee makes a satisfactory explanation to the board as to the cause of his absence and his
failure to obtain leave therefor, and the board finds that he is ready, able, and willing to
resume the discharge of the duties of his position, or, if not, that ho.has obtained the con-
sent of his appointing power to a leave of absence to commence upon reinstatement.

An employee so reinstated shall not be paid salary fortie,peribd-of hi absenCe separa-
'tion or for any portion thereof. (Amended Stets. 190, h. 1828.)

FACULTY DISMISSAL

(Provisions of he California Administrative Code)

TEMPORARY SUSPENSION

it-

43522. When there is strong and compelling evidence that.the presence of an employed on is job
might create serious problems, if such evidence were subsequently proven to be orrect, a
president or the Chancellor may temporarily suspend an employee pending invest tion.and/or .

the furnishing of formal notiov of disciplinary action pursuant to Section 243x, of the
Education Code. Unless earlier terminated by the president or the Chancellor, s the case
maybe, such temporary suspension shall automatically terminate upon the furni: ing of fo 1

kotice of disciplinary action or, unless extended as providdV by this section 0 days afte
its commencement, whichever first occurs. _ .

.

The date for such automatic termination of the periodof temporary suspension,
furnishing of formal notice of disciplinary action has occurred, may be- extende u o. he
written statement of the employee addressed to \he president or the Chancellor, 4s the case

here no

may be, reqUesting such extension. 4.4

-

Suspension under this section Shall not prejudice the case of the employed or any rights he
may be provided under this article. ,,

DISMISSAL
.

43524. Dismissal of academic employees with tenure shall be recommended by the president of the.
college to the trustges through the Chancellor. Dismissal of administrative employeei and
other disciplinary actions affecting academic and administrative employees shaal be recom-
mended by the president by the....college4to the Chancellor.

USE OP 'GRIEVANCE PROCEDURES'IN DISCIPLINARY ACTIONS

43546% Employees shall have the right and are encouraged v,:resolve their grievances regitviits

disciplinary actions through the use of internal grievance procedures. V

When an emploAPhas'failed to res: 13) his grievance at the college level, he shall have the
right to appeal, to the Chancellor and the trustees.' 2 .

Nothing in this article shall be interpreted to prejudice any rights of appeal established
jn the Education Code. (Section 24409)

Ia suspension, or demotion is revokedor modified, the employee stud). be
restored tohis position in accordance withthe decisions, and shall be paid back salary-
equal-to that which he would have earned if he had been continuously employed.
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APPENDIX G

iCALIF.ORNIA STATE UNIVERSITY AND COLLEGES

C/S
.No.

Type of
Instruction

FACULTY STAFFING WORKLOAD CHART

SCH Load
Class Size

Normal Limit

WSCH
Per Unit

.K.-

factor WTU Load WSCH Load
l

C-1 Lecture 1.0 12 12 12 Facil.

C-2 . Lecture 1 . 1.0 12 12 12 40

C-3 Lecture .. 1 1.0 12 12 12 30 .

C-4 Lecture 1 1.0 12 12 12 25

1"

C-5, 'Seminar 1 1.0 12 12 12 20/15*
1 C-6 Clinical Processes . -1. 1.0 ' 12 12. 12 20/10/10*
C-7 Activity 2 1.3 12 18 . 9 24

C-8 Activity 2 1.3 12- 18.
,

9 30
.

Ai. C-9 Activity 2 1.3 12 18 9 40

C-10 , Activity 2 1.3 12 18 9. 10
. C11 . Activity 2 1.3 12 18 9 . 30.

C-12 Activity 2 -1.3 12 18 9 20

C-13 Laboratory 2 1.3 12 18 9 Facil.

C-14 Remedial Instruction 2 1.3. 12 18 9 15

C-15 Laboratory 3 1.5 12 ..24 8% F &cii.

C-16 'Laboratory r 2.0 12 , 18 ` :: 6; 8-24

C-17 Laboratory 3 2.9 12 , 18 6 8.

C -18 Coaching 3 .6.0 12 6 2 20

C -19 Couching 3 3e0 12 12 4 20

C-20 Production 3 3.0 12 12 4 20

C-21 Performance 3 3.0 12 12 4 40,

S-25 ... Supervision , ii.a. n.a. 12 .n..p.:.
. 4.il, 1:25

S-'16. '''' Supervision n.a. n.a. 12 n.a. n.a. 1:36

S.48 Supervision n.a. n.a. 12 n.a. n.a. 1:48

wsgH -*Weeg1rptudent ContactHours

WTUt - Weighted Teaching Units

SCH - Student Credit Hours

*Lower Divisionirperrpivision/Grgduate

4D-

STAFFING FORMULAS:

'C-1-through C-21

L
'WTU m Number of Sections x. SCH x K-Factor-:

S-25, S*26,

WTU 1=''Enrollment'x 12

S Number
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THE CALIFORNIA STATE COLLEGES
Office of the Chancellor
5670 Wilshire Boulevard

Los Angeles, California 90036

September 26, 1969

4

Individual Faculty Obligation to Meet Classes
Executiml Order No. 79

This Executive Order is issued pursuant to Chapter IV and pursuant to Seetions 1 and 2 of4Chtkoter
of the Standing Orders of the board of Trustees of the California State Colleges.

1. The policy on Individuai'Pacutty Obligation to meet Classes, attached to
this Executive Order as Attachment A,, is established for the California
State Colleges effective this date.

2. PSA 69-70, which contains background material on this subject, is also
attached.

41F.NO.

Dated: September 26, 1969
ti

'

No. 79 - Individual Faculty

Obligation to!Meet
Classes

4

/s/ Glenn S. Dumke

Glenn S. Dumke, Chancellor

4

Policy on Individual
Ptculty Obligation'to Meet, Classes

Effective on and after this date, each college fires dent shall assure hi ewe that'his .

faculty maintains the.highest professional standards In meets:itsuassigned igations to the
students. Dismissal by an individual faculiy,momber of his classes as a demonstration in
support of a particular social or.political movement sh ll'be considered a violation of profes-
sional ethics anda failure or refusal to performlthe normal and reasonable duties of thEF
position, and Presidents shall

XI
Anstitutp formal disciplinary proceedings in such cases.

te.

Attachment A -

9B
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THE CALIFORNIA STATE COLLEGES
OffiCe of.the Chancellor
.5670 Wilshire Boulevard

Los Angeles, California 90036

411.

September 26, 1969

To: State College Presidents.

From: ,C. Mantel Keene /s/C, Mansel4Keene
Assistant Chancellor
Faculty and Staff. Affairs

Subject: Individual Faculty Obligation to Meet Classes

BACKGROUND )

The faculty has a specific and clear responsibility to protect the'academic freedom of the students.
This obligation is an acktowledged part-of academic mores and has been restated by both the American
AssOciation of University Professort and the Academic Senate of the California State Colleges.

One aspect of the students academic freedom is the rightto pursue his course of studies in an
uninterrupted manner. and at an assigned time an place. . The professor has the right and responsibility
to control his own classroom, including tee,untent and technique. f instrucZion,' so long as he ddes not
diminish the tights of his students. Charged with the responsibilit for a.particular class, ho has, the

FSA 69-70

obligation to meet that class to further the students' academic goal .
, .

It is recognized, that from timeto time, individual faculty member@ may decide that particular
'A classes should be adjourned to enable the student to participate in appropriate guest lectures, academic

cqnvocations, or special seminars. The faculty member must, in such circumstances, a*sUre himself that
such activity furthers the academic goals of the student in that particular class. He must be prepared
to justify such dismissal, if alled upon to do so. Dismissal of classes au.demonstration id support
of particular social or politTehl movements or goals does not fall in the-above category, Such dismissal
constitutes: unwarranted and unprofessional interference with the academic. freedom Of the student,
depriving him -of his expected academic situation and. forcing him to support political or social goals
with which-he may not sympathize. As one state college statement on students' rights and responsibilities
notes:

"The student haslthe right to substantial presentat ons appropriate to the
1

course.. Unjust fied,failure of the instructor to OA his classes,-or
repeated lack of preparation which results in incompetent performance by
the professor i a legitimate ground-for student complaint."

.t.

CMK:pz
4

cc: Vice Presidents or Deans'of Academic Affairs
Vice Presidents or Deans of.Administration .

College Personnel Officers
College Business Managers
Chancellor's Office Staff

H3
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GENERAL STATEMENT

It is College policy to consider academic instruction and advising as complemdttary aspects of th'e'
educational process. Therefore, advising time is included'in establishing instructional. loads. Sufficient
conference time, separate from that Of office'hours for students airiently enrolled in classes; is made t.

available for advisees through each adviseme4 clearance center.
6

As a source of general information, the 'academic adlAser.0teds to bring to each advisee a knowledge of the
nature of a college education and the academic responsibilities of'a college student. In this role he
familiarizes the advisee with those campus'services available to him. At the same time he recognizes that
each student needs to fe free to introduce any prOblem of immediate concern. Thus, the adviser also
needs to perform a v 1 ble listening role.

As a source of specific information, the academic adviser needs to, familiarize each advisee with'require-
ments 'for general education, major and/or minor, gradbatidn, types of employment to which the major in
the adviser's department may lead, and organizations foi students within the department or school. He
jointly plans both short-range and long-range programs which will result in the fillfillment o'f the
,advisee's objectives at the College. He utilizes part of the time provided each term for adyisement con-
ferencing to assist the advisee in selecting first choice and alternate courses as a prerequisitefeT
registration and verifying 6iee courses by signature. Ile reminds the advisee of his. responsibility for
meeting course prerequisites, registration deadlines, and requirements for graduationcredentialpand/or
graduate programs. Upon request, he writes letters of recommendation for advisees seeking employment,
schplarships or other financial aid, or admission to graduate or credential programs..

OFFICE OF ACADEMI C ADVISING,

To assist the adviser in providing services necessary to the fulfillment of t he above objectivesthe
Office of-Academic Advising has been established at CSC$. The Director of Academic Advising is appointed
by and is responsible to the Vice President for Academic Affairs. The Office performs the following
functions

. Upgradinwadvisement techniques and procedures so as to enhance two -{way communication betweerf
adviser and advisee

1. By communicating with new and continuing students

a. Compunlcatig,purpose and procedures of academic advising to all new students who are
receivinglaAtptance letters

b. Assigning new undeclared freshmen and sophomore studemtskto kembers of A cadre of general
advisers and notifying clearance center and students. Y.

4. Acting as adviser for advanjed placement high school students

d. Acting as adviser (contact person) for Project Ahead students anticipating or on active
duty in the Armed Services

e
f Providing college and community press releases concerning' officialdVisement periods

2. By providing in-service opportunities for new college'staff membtrs

a. Providing an annually up -dated handbook on advising

b. Providingktraining workshoTs for advisers 11°

B. Providing each semester assistance to departmental clearance center secretaries by:

Maintaining and supplying adviser Update Coding forms

2. Receiving, verifying accuracy, and forwarding,to ADP all departmental updating codings no
later*.than three weeks.pribr to next semester printout.

3. Serving as liaison for incorrect change of objective forms as received in Admissions and
Records

90
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4. Organ zing and.distributibg the following to each center

a. Advisement roster of .411 continuing students, their majors, and advisers

b. Listing of the departmdntal majors

c. Listing,of the departmental majors by'Advisers
. .,

d. .Codesheets of all college adviser alphabetically and numerically

5. Organizing new advanced placement; undeclared, and unclassified student advising materials
. and forwarding them to appPropriatecenters

a.. Registration Request Forms

b. Copy of Notice of Acceptance

c. Transcript conies

d. Evaluation (if available)

OGRAM PLANNING AND REGISTRATION

e department chairman is responsible for.assigning majors in his department to each adviser. The adviser .

then assists each student in the planning of,his program at least once each regular term in,the academic
advising period. .,

. .. -

°'

..---.

-
. k, ,

During this period which- is indtetted.in,,the catalog, each advisee schedules a conference with hisf'adviser
to plan his'courses for the next term. Mieadvisee is req4sted to bring with him a TriallStudy.LiSt anti
his.copy of a program pladning.form.(if.anY). The adviser has available his copies of the adviseeAs file,
catalog, and schedule of classes. .

'
When the list of courses is mutually acceptable, a Registration Request form is completed by the student
for the adviser's siznatdre. This form is made available to the adviser through his secretary. Instruc-
tions for registration. are included with each Registration Request form. a.

GENERAL GUJDELIES GN ADVISING
, .

k

.

I Acquaint yourself with all advisement materials: thedataloe the class schedule, and the file for
your advisee. .

4, V

6 2. Know the s pecific requirements
.

for a degree in your field. (Sege the catalog for. the year stated on
your advisee's "Evaluation of Credit".),

3., Be familiar with the requirements for undergraduates in a credential program/as .stated in the front of
the catalog. 4 °I* a

''
k

4. Determine courses needed by the advisee to fulfill all General Education, major and minor (if required)
requirements. Use your department program evaluatiod and course s )heet, if available. .

'

5. Develop together a list of other required and recommended courses to be.taken foi fulfillment of degree
requirements. .1

6. Plan jointly each term's work in an advisement conference'by reviewing your advisee's grade rpPorts,,
discussing the schedule, completing an official Registrations Request form, and noting the results in
writing in the file.

7. Know how to refer yopr advisee for'certain student services. Unless otffierwj.se indicated, these are
located in the Student Services area.

a. Personalltounseling. Help for personal problems is readily available through the Associate Dean
of Student Services. If andadvisee exhibits an extremely serious problem, he can be referred
directly from Student Services to an out-patient clinic.'

b. Testint. The test officer administers thiee:types of Ttandardized tests: aptitude and achieve-
ment, vocational, and temperament and personality. An undeclared advisee or one who is seemingly
displaced or doing poorly in his major or minor should find the testing services helpful. The
test officer will'interpret test results as requested.,

q.p

9J
13

4 'A.



6 e

. s.
c. Placement. The Placement Officer assists your advisee in locating full-or part-time employment.

. '.
.

. ,

d. Financial Aids. The Financial Aids Officer handles various federal, state and local funds,
scholarships and grants. 'He also can help to obtain employment through the student assistant and
work-study programs.

.

e. Student Health Services. The Health Center, Room C117A, provides emergency medical service to all
students as part of their fees. The service consists of either emergency first aid or referral for
emergency out - patient, assistance.

8. Revi/w with the advd;ee his "Evaluation of Credit' form prepared by the Admissions and Records Office
following-his application for graduation. This application should be made when two full semesters
remain to complete requirements for this degrte.

HELPFUL INTERVIEW TECHNIQUES ANgiROCEDURES

1. Examine the available data (tests, grades, data sheets) before the advisee comes in.

2. Make the advisee feel at home 'and at ease with your accepting a itude, greeting.by name, friendly con-
'versation.

*

7, 3. Listen rathei than give your opinions to rapidly, Too many statements before the advisee can tell his
. story often arouse resentment. Remember that he has come to you; heat him out.

4. Be generous with your time. Many times an advisee has a hidden agenda which will come forth only after
-a discussion on routine matters is over.

S. Clarify the responsibility of the advisee and yourself early in the interview. Let him feel that you
are there to help him work through his problem but not to decide how to register for him. Assisting
the advisee to be self - directive and to recognize and accept responsibility are major objectives of
Advising.

Put yourself in the advisee's place by trying to view the situation as he sees it. Though the matter
may seem minor to you, it may be of great importance to him, even though only momentarily so.

7. Be alert to emotional problemS the advisee might have so that questions for information can be distin-
guished from questions which reflect confusion and disorganization. Recognize, however, that most of
the studtnts you see are well adjusted and have pretty goodilasighttinto the'ir behayior. It is as easy
to invent and pretipitate problems as it is to overlook real underlying personality difficulties in
studentts.

Mak e a suggested referral cautiously to sense the advispereaction to seeking help. If heldoes not
feel that additional information is necessary at this time, simply indicate where the-Strvices are
located should he decide later to use them. If the advisee iddicates receptivity, y u can assist him
if he so wishes by 'phoning the appropriate center for an appointment.

9. Watch for opportunities to praise a deservint advisee. This action is a powerful morale booster.

10. Review the action that the advisee is going to take. This procedure assists the student in knowing
you are concerned with his future.

11. Record the results of the conference. If you use a long -range planning sheet, see that the student's
copy is updated with any changes in requirements in course work.

12. Encourage the advisee.to drop in at any time before the next advisement periodif he has questions
about his pr gram. Though a need may not arise, the advisee will remember this positive attitude and
use the opportunity as necessary.

13. If an adteisee ha4s changed his major and completed an official Declaration or Change of Educational
Objectives form, his file should be sent through the clearance center secretary to the new major
department. f an advisee has come to you without a file, our secretary candetermine its location
by referring to.the master advipng roster or contacting the Admissions and Records Office.

tor
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CONTINUING-EDUCATION INSTRUCTA'S HANDBOOK

/
N 1'

\ ,. .

ADMINISTRATION OF CONTINUING EDUCATION PROGRIAK-

/

.

The Continuing Education Extension Program is a self-supporting program adminiStered under authority.
granted by Title V, California Administrative Code and other regulations approved by the Trustees of the'
California'State University and Colleges and the'local college administration and. faculty. 'It is an
integral part of the instructional program of the college.

i
' ./

AUDIT ENROLLMENTS t

..::

Personi eligible to register in, eftension programs may also audit courses on,payment of the regular tuition
fee, provided that any student who plans to take, courses for credit be accommodated before space is opened_

to those who wish to enroll on an audit basis. A student may not change from credit to audit after the
third meeting_of the class. Registration cards must clearly be marked with the word "audit" Pn the space
reserved for units taken. N.

, ^

COMPENSATION

There are two salary levels mandated by the California State' University and Colleges:

a. Full Professdr and Associate Professor, and
b. Assistant Professor and Instructor

In general, an instructor who is not a regular member of a colloge or university faculty iNpaid at the
, .assistant professor-instructor rate.

4

Payment is based on the unit lue of the course. The per unit reimbursement figure is determined annually
by, the Chancellor's Office. 410 variable unit courses--1-2, 3-4, etc.--the instructor will be paid on the
basis of average number of units per registered student; for example, 1.3 or 3.5, etc.

Men a course is taught by two or more instructors, the total salary is computed at the rate due as if,the
course were taught by one instructor and the tothl,prorated among the members of the team in ratio to the
time devoted to the class by each instructor and the academic rank of each. Only one salary, including
guest lecturer and consultant fee, will be paid for a course. (See4EXTENSION STAFF...)

The practice of using a "chairman ofrecord" and listing the instructor as a guest lecturer will be a rare
uception\and only upon adequate justification as determined by the Department Chairman and the Director of
-Continuing Education.

Regular faculty members may not accrue more than sixunits of extension credit during an academic year,
nor more than four units of extension credit during a semester.

COURSES

Courses offered usually originate with requests from school systems; civic, business, and professional
groups. Faculty are urged to discuss proposals for courses with the Director of Continuing Education. 4

Continuing Education and the department offering the course must jointly approve (1) the course, (2) the
instructor, aid (3) the resources required. Catalog courses will use the same catalog descriptions and
numbers. Any changetin the proposed course and instructor status will be rerouted to those who signed
the original approved form for their approval of the change. Any course, such as ART 4920 - Art Experi-

.

ences for Teachers, Wch falls/into two schools of departments, must be approved by both department
chairmen and deans. The-same academic standards apply in extension as in,similar courses offered on
campus. (Note COURSE TITLES AND NUMBERS.) All forms mint be fully completed prior to approval.

COURSE PROPOSAL DEADLINES

Since virtually all extension courses require advance publicity, all course prapiasals for regular extension
courses must be submitted at least six (6), weeks prior to the beginning date in or'atr to prepare and mail
the publicity. For contract courses and'courses for which no publicity is required, the deadline is three
(3) weeks prior to the beginning date.

1
The instructor's vita and transcripts must be on file at California State College, Stanis4s prior to
approval of the course.

)10
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COURSE SIZE - MAXIMUM

Each course chairman'is asked on the course,proposal.form submitted to indicate the maximum class size.
This maximum should tie the maximum for this type of class in'the regular Session: Cl, unlimited; C2, 40;
C3, 30; etc. The instructor may at his discretion, exceed this maximum up to 10. If, however, io or more
students above the maximum want to enroll, please take their names, addresses, and telephone numbers so :

they may be contacted. Depending upon circumstances, a second section of the class may be set up, the
Course may be repeated at a later date, or additional personnel may be employed.

CO RSE,SIZE - MINIMUM

A minimum of 25 enrolled students in a course section, regardless of the rank of the instructor, i
required for a class to continue beyond the second class meeting. Additional costs-such as travel,
supplies an services, etc:, raise this figure. The overhead charge is a business expense of the Office ..

of Continu g Education and figures as part of the-course offering cost. Exceptions must be authorized by
the Direc or after appropirate consultation.

COURSE SYLLABUS AND, TEACHING MATERIALS

Each instructor will, at -the request of the department chairman, provide the DireCtor of Continuing Educa-
tion and the chairman of the department a course outline, prospectus, and bibliography to be approved by
the depq'tment chairman before the course begins.

Orders for befts and teaching materials should be placed with the BookstOre as 'soon as possible aer,
course approval. Thero are three ways in which the student may obtain textbooks and materials.

1. life instructor may take books and teaching materials to his class on consignment from the KIVA
Bookstore and may sell them to the students. The student's check for books and/or materials
should be madd'out to the KIVA Bookstore.

2. The instructor may elect to have the. students order.their bgokS and materials using mail order
cards. These cards will, upoii request of the instructor, be- enclosed in the registration packet.
A charge of 50 cents is made for this mailing .service.

3. Students may pbrehase poolcs and teaching materials at the Bookstore.

COURSE TITLES AND NUMBERS'

In most cases extension courses are offered to meet special needs not met by'the regular on campus program.

Course numbers are classified as follows:

1 - 999 Sub-collegiate.
1000 - 2999 Lower division courses designed primarily for freshmen and sophomores.
3000 - 4999 Upper division courses designed primarily for juniors and seniors. May be taken by

lower division, students with the instructor's permission.
5000 5999 Graduate courses for advanced degrees. Open only to qualified graduate students.
6000 - 6999 Postbaccalaureate professional courses, not applicable to baccalaureate or graduate

degrees.
8000 8999 Courses not applicable to baccalaureate or advanced degrees. These courses are often

unique in format, experimental in content, and provide opportunities to pursue intellec-
tual, civic, and,gultural interests.' Includes non-credit courses.

Special course numbers:

4920 and 6920 Woikshops
4940, 5940, and 6940 Fieldwork
4950 and 5950 Selected Topics
4960 Senior Seminars
2970 4970, 5970, 6970 'Winter Terip Courses
4980, 5980, and 6980 Individual Study
4990 and 5990 Thesis

CREDIT

COURSE

REDIT

jirhe maximum credit fbr extension courses which may be allowed toward, the bachelor's degree is 24 semester
unit.

Extension'courses may contribute unit'3Ihd subject credit toward fulfillment of degree and /or credential ,

requirements within the limits stated in the College Catalog and further qualified by the department and
the state agency involved.

J3 1 0 ql
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AWSION STAFF

InstruCtors of extension cigsses are in a veryireal sense field representatives of the college. Instruc-
Xtors are primarily recruited from the resident faculty..

.

When the vol-lege'is unable.to staff.courses with resident professors, other qualified instructors mavibe
employed with the approval of the appropriate department chairman and dean.- Individuals. who as part of
their regular employment directly supervise' personnel enrolled in a class are not eligible to instruct them.

After a class is advertised, it is the instructor's responsibility to meet the first scheduled class regard=
less of the number of'students enrolled.

.

In d regular extension class, anly ono salary payment will be made for teaching services. If the indivi-
dual being paid desires guest lecturers, the instructor is responsible for tI4 fee involved. Otherwise, -` .

double payment is being made. This will not exclude the use of guest lecturers in large conferences andl
{

workshops. . '

...-- .6

. . 1. .

If a class has over.50 enrolled students, funds remaining after the overhead and other costs are deducted
may be available for,other services such as section leaders, student assistants, etc., on'a justificatipn
basis.

The employment of guest or substitute instructors must be approved and processed through the .

Continuing Education Office, prior tt) the beginning of the course. The maximum remunAvion that pill be
paid to guest lecturers, with less than a national reputation, 'will be $100 per eight-hour day, to include
all travel and per. diem costs. For less than an eight -hour day, the remuneration will be prorated, ,An
instructor who.plans to have paid giieSt lecturers speak to his class must request guest lecturer forms from''
the Cc ptinuing Education Office. These forms must be tod}leted and approved priorto the.guest lecturer's
appearance. The "chairman of record" or instructor is responsible for any cost incurred if prior written'
appioval is not obtained from the Office of Continuing- Education. Unpaid guest lecturers need only be
listed in the course proposal outlimg7

V V

FIELD TRIPS
4

Field trips may be scheduled as part of the total instructional program. Transportation of studehiS is a
private expense. The Pistructor's'travel is paid,by the State of Californi,a.

Insurhnce (Education Code Section 3152) covers students for travel directly related to a iollege course,

the following procedure isestablished to arranafer'classes or groups to go on field trips:

Approval fora field tr p-rgust be obtained from the department chairman and Director of Continuing Educa-
tion before it is announced. The approval request should include:

a. Departme. nu ber, and title of class.

b. The names of psrticiPating students.

c. Pat 'pert of 'day or days the students will be gone.

d. The place o which the field tr.4./is to.be taken.

e. Abrief statement of the purpose of the trip.

GRADING

or

. . ,

Grades will be recorded b4 the instructor on' theeOfficial Class Roster and.Final Grade Report'which will
be provided by the Admissions and Records Office. Upon completion of the course, a grade is to be written
in ink or typed opposite o ch name listed on the original copy of the Class Roster.. The original copy of
the Class Roster and Final Grade Report is to be returned to the OffiCe of Continuing Education within 72 I

hours after completion of he final class orreceipt'of the Final Grade Report, whichever is aater:. The
duplicate copy is to be retained by the instructor for his record. The Admissions and Records staff will

,prepare the grade reports and mail them to each student concerned.

GRADING SYSTEM

Academic (#adeS

A - Excellent Student has demonstr1.ated a high level of competence,
din.meeting

course.objec-
tives. Four (4) giade points per unit.of credit are awarded.

%,

B -,Good Student has demonstrated a more than satisfactory level of,comPeepce in meet-
Lng course objectives. Three (3) grade points per unit 'of credity are awarded.

1 0 ./1-3c
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C.- Satisfactory . . .
Student.has deMonstrated a satisfactory leyel of competence At meeting course

objective. Two (2) grade points per unit ofIcreclit are awarded.'
.

.

- Unsatisfactory . . Student has demonstrated only a. bareIy,passing level of competence in meeting
course objectives so that it is not necessary to repeat the course for credit.
One(1) grade point per unit of credit is warded. (

. .. 4

F - Failure Student has not demonstrated a minimally passing competence, in meeting course

objectives. Credit is not merited. Zero grade points assigned. .
i

CR - Credit Student .1-pS demonstrated at19.ast a satisfactory "C".level 6f competence in
'meeting course objectiVes (at least "B" level in graduate courses). pot used
in grade point average calculations. 4 .4 '

, 41

NC - No Credit ,$tOent has not demonstrated minimally satisfactory competence in meeting.

. coarse objectives.. Credit is not awarded. Not used in grade point average
...-

calculations. Zero grade points assigned.

NO

AdMinistrative Symbols

I - InComplete Course. Student has' not,completed course requirements due to reasons beyond his con-
..

etrul. Reverts to Ni irnot removed by the last day. of the second following
semester except when' an extension of time by a student-initiated petition has
been approved. Not used in grade paint average. h

ft

r

RD -Report Delayed. . Ng grade reported by the instructor. Symbol will be eeplaced by an appropriate

academic. grade as,soon 'as possible_ Not usespin grade poiqtaverage.

W - Withdra n from
Couisc The "W" carries no connotation of quality of student performance and is not

used in .grade point average.

.

Si' - Satisfac ory .

Progress . . . . Indicates a term of satisfactory progress in a course or activity whic'h may
require more than one term to complete (e..g., master's thesis). Not used in

. grade point average. '

a .
. .

..

- . .

Alf- Audit . . . . . . Enrollment in a class for purposes of instruction only. ,s1tIo .Credit.. Not used
in grade point average.

L' /

LATE PAYMENT '4

Tuition and all fees for courses meeting four times or less must be paid at the first class meeting.
Students enrolling in courses meeting five times or more may enroll without penalty ifilthe fees are paid
at the second class meeting. If payment of tuition is postponed until the third class meeting, a $5 late
registratidn fee is required./ Students who do not pay fees are not allowed to remain in class beyond the
thiO meeting. Instructors must call roll to ascertain who is present and to determine those persons, if

any, who have not paid tuitiol and are accordingly not officially registered. Any discrepancies must be

. brought to the attention of the Continuing Education Office immediately.
*

LIBRARY PRIVILEGES
ti

All extension students are ehtitledto campus library privileges for the period of the course To secure

a courtesy library card, the student should apply to the Circulation Desk in 'the Library. (Additional

' information out library policy is available to instructors in tihe LibrarrManual for faculty members,
which may be requested.)

RFGISTRATION OF EXTENSION STUDENTS

Unless otherwise indicated, each instructor is to register his own extension students.
6

The instructor vilt distribute egistration cards.during the first meeting. The exact course title, term.
of the course, number of units, and class identifier number should be written on the chalkboardas a model
for"the students. The instructor should explain the procedure of filling out'the cards in full. Please

inspoct each card to be sure all information requested is present. The instructor wild ask each student

to enclose full payment of fee bY check, money order, or BankAmerieard in the envelope provided. The

cards, together with a cheek or money order payable, to California State College, Stanislaus, are placed in
the packet and collected by thoInstructoi and turned in to the Business Office Cashier no later than the
next working day.
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Since the registration forms cannot be processed without payment of fees, no packet should be collected
without payment. The instructor should' keep.an informal class roster until an Official Class Roster,
based on fees 'paid, is roceied from the Adm&ssions and Records Office. He should-then verif4 his informal

4, list with the Class Roster. -Ally discrepancies should immediately be brought to the attention of the
Admissions and Records Office and the student,'as appropriate.

Extension students are-required to pay by BankAmericard, check, or money order to relieve the instructor
of liability for.cash collections. Instructors are advised not to handle cash. 'Instructed who do collect
cash tuition act as agents of the student rather than the college.

Only upon request will the Cashier's Office prepare and mail an official receipt to the student. Students
May onlyreceive a.grade for the claSs and for, the number of units for which they are officially enrolled.

I,

REPORDUCTION.SERVICL

Thontinuing Education bffiCe will prepare multilith musters and reproducea limited amount of materials
for class distribution if orders are placed at least two weeks in advance of need'. Continping Education
does not have facilities to reproduce large quantities of material, hut does provide as much supporting
clerical service as possible. The Codtinuing Education Office' reproduces material onri, by multilith; it
'has no ditto machines.

0

STUDENT ASSISTANTS

Should an enrollment of 50 or more in a single course section bt secured, the instructor may apply, to the
D(recterNof Continuing Education for approval of a reader, or "student assistant," who,shall be compensa-
ted atkprevailing college academic department rates. The term "student assistant" applies only to students
officially enrolled on campus; others may .be hired as temporary\help." Be sure to a4 the Secretary of
Continuin. Education for the necessary forp -if Ou are authorized to obtain student assistants or tech-

SUPPLIES '

11 ,

Students are expected to pay a special materials fee in courses using large amounts of'expendable supplies.
When necessary, such, fees will be part of the course tuition. The instructor is not authorized and should

.

not directly purchase supplies dr equipment, nor incur any financial liabilities for Continuing Education.

TELEPHONE CALLS

All necessary ca11S to tontknUing educa,tion may be made on a "collect" basis, station-to-station. The
.number is 209-633-2111,.

TIME STANDARDS

. . .

L:bcture courses must meet for 7,50 instructional minutes for each semester unit o f credit. Appropriate
"break" time (10 minutes per-hour of instruction) must also be-scheduled.

.

.;'-
TRANSPORTATION/M1LEAGL

Official transportation made available for instructors living in the idlildiate vicinity. If yehi-"
cies are not available or if the instructor does not live in'the immediate vicinity, private or public .

transporthtion may be used. In this case, reimbursement will be tihde in accordance with the travel regu-
lations established by the state. Mileage will be paid On the basis of the shortest usually traveled
distiince'between thb two points. E i instructor is an dmPloyee of the college. It is for this reason
that the Stdte Controller, will not pa travel from home to the college.. On the other hand, they have
ruled that where a trip is begun or finished at the claimant's home, the distance traveled shall be
computed from cpither his headquarters (the college) or home, whicheVer results in the lesser distance.

N
Salary will be presumed to cover meals unless travel necessitates overnight housiqg.

`r-
. 0 . r.

If needed, the instructor wilP be provided with kutomobile Mileage Record forms. One form shoul0 be
filled out After the last class meeting each month and - mailed to the Office of Continuing Edudation. The
Tbcretary will transfer this information to Form 262, the mileage claim, and return it for the instruc-
tor's signature and return. The signed copies are then forwarded for processing bythe Business'Office.

Mileage checks are usually mailed monthly from Sacramente.
4

4
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A Whentravel is required, students will provide their own transportation. Transp6rtation.of students by
. state vehicle-is not authorized, except when students are incidentally accqmpanying thg instructor.

TRANSPORTATION OF STUDENTS
/.

,

VISUAL AIDS
. /

A-

Please do not;.order audio visual materials.on a rental-or purchase basis from any sodrce other than the 4

college's.Aud$Q?Visual-Services Office.' Orders should be submitted-through the Continuing Education Offic
ts far in advance as possible, but at least 48hoirs prie to the time needed. Equipment must be returned,
he follng day.

WITHDRAWAL AND'REFUND
. w

Withdrawal is accomplished by completing a Request for Program Change or Withdrawal Card which May be
obtainedliopm the instructor or the Admissions and Records Office. When a studOt withdraws after the
third cl sssession, the instructor must assign an appropriate gradd

The'student is responsible fo/gsending the Withdrawal Card to the Admissions and Records`` Office. The
official date of withdrawal is Ihe gate the card is received in the Admission's and Recotdt Office. With-
drawals,are'not accepted during the last week.of instruction.

To obtain_a refund of the class fee, the student should submit a Withdrawal Card, in person or by mail,
to the Admis'sions and Records Office.

AI ,.. . . t
FEEg WHICH MAY BE REFUNDED. The following fees may be refunded.

4''''
The entire extension course tuition fee if the campus discontinues the course; or, if the student ,.

withdraws fiom the course, a portion of the extension course tuition fee according to, he following
schedule:.

.r,

a

Withdrawal after paying fees but before thc,first class session

All fees.

RIP

Withdrawal on or after the first class session

Courses of five meetings duration or longer, 65%'of fees collected until 25% Oik the
course time has elapsed, after which no refund. 10

Courses of four_meetOigs duration or less

No refund.

The time of withdrawal shall be determined hy'the date on which the campus office designated for the
collection of'such fees receive 'Written notification of the student's withdrawal, or by the postmark
date on such a mailcd,notification, whichever first occurs.

There are no refunds 10 students participating in contract courses.

10 7'
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-INTRODUCTION

Thidmanual will introduce yilleto the Lib;ary of California
State-Coli:oietanislaus.:,. It will fell you Some of the things-
that you.need to'Know about the Library, but it'is.not intended-,.
to be comprehensive .b We want yob to come;to the,Librety; to ask'
questions and to make suggestions. A goda library must meet the
needs of Os,clienteleAnd the best way that this can be ,done
IS for.tWiibTarianend:the clients to talk'andwork together.

. .

Th4j.i*arianswill-be hapOrto. assiStyOu,in tbeOse.of'
, ,..

theskibram: the selection:of library matel.xals'..,: and preparaaou,:
of Pbaidgrapbies) and, teaching )(our students about the use-ofti'e .4brary.

We willjirocesS your requests for Tiew:'library materials as
fast as poSsible, andborrovmaterialg from other likraries' when-
ever it is necessary. .We Shall'do our utmost within the means.,
provided to, give excellent Service and ",to acquire the best Ra0-Y

Your help'and understanding will belreatly appreciated,' r
4

:12.%Deail Galloway

Library Director

,1 0
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Library DireCtor
Secretary tOtple Library Director
Biblipgraphde
Head of TechOical Services
.Head Catal641ibrarian

N. Catalog 1,0i'arianl.

Catalog4Assistant

LIBRARY STAFF

R. Dean Galloway
Betty Smith
Bob Santos

Peter C. Mollema
'Agnes Bennett

Priscilla Raters
Edna Metcalf

Phone
Extension

232

232

$236

340
404

240

404 -
catalo:Cferks Lydia' GarCia' 404

Mary Garcia =, 404

Q. I. Dorothy Gwinner 404
DocuMents Assistant Venice' Yates' 404
Serials Assistant Anita Domries 135
Serials, Clerk Margaret Jarboe'. 135
Acquisitiono Assistant Betty Hedgpeth 135
Acquisitions Clerk Gailya Carroll 135

Sylvia Worthy
Head of Public Sel:vices and

'Assistant Library Director J. Carlyle Parker 232.
*Reference Librafians Paula Crawford 232

Linda Redd 232
Circulation Assitant Vicky Knutson 234.
Circulation Clerks Olga Cgmarillo 234

a Jane Johnson 234'

I Virginia Smith 234

THE LIBRARY

SCHEDULE OF LIBRARY HOURS Lr

Monday-Thursday
Friday
Saturday
Sunday

ft.\

7:30 a.m. 10

9 A.m. - 5

1 p.m. - 9

SUMMER SESSION

Monday - Friday i:30 a.m. S

p.m.
p.m.

p.m.

p.m.

p.m.

The library is located on the second fldor of the two - .story building which stands at the end of the
pool at the Monte Vista entrance of the campus'. .It was completed in 1965 and contains the library collec-'
tion of 160,000 volumes and about 2,800 aeriodicals. AdditiOntl materials in the collection include
documents; pamphlets, microforms, curriculum materials, and maps. Thi library seats,360 readers;. it is
-air-conditioned and fully carpeted.. -

acANIzATIoN

The Library is administered by the 1.ibrary Dire ctor who is directly responsible to the Vice President.
He is assisted in matters of policy and administration by faculty representatives who serve'on the
instructional Services Committee of the Faculty Senate.

ti

Authority for the library services is delegated in the following way: 4.

Head of dblic'Servites and Assistant Library Dirator (Parker).
8

ResReTisibilitk for the_Public
Division ich includes circulation;':reference, she seating, intellibrary'loan, California
ments, pamphl is and, Curriculum Library. .

Head of Techhical Services ( Mollema). Respbnsibility for the Technical Services Division
acquisitions, cataloging, and classification, processing, and maintaining the card.catalog and
record.

Services
/

docu-

which includes
serial

110
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4

Bibliographer '(Santos ). Responsible for collection development.

LIBRARY COLLECTI6N,

The Library contains a variety of types of printed, manuscript, and gictorial materials. These materials,
ark for the molt part arranged on open shelv accordingte.the Library of Congress classification. There
is asspecial documents collection of publican s of the State of California and, the United States govern-ment, both of which are received on a selectiv depository basis so thatithe titles in about 1,500 majorseries are received automatically as soon as t y are. published. The Library also contains a Curriculum
Lifary and a model collection of children's -1 terature. Rare and unusual library materials, 'such as many
of the books that were 'a part ofcthe Kennan H. Beard. Collection, are kept in a locked room. These mate-.rials may be seen and used upon request.

Special Collections. Special collections are being developed in subjects that relate to the history and-
culture of our local area, such as the Scandinavian immigrants,,AAyrians, Mother Lode history, CaliforniaIndians, etc. Some important manuscript materials 'in these subjeCti have already been acquired by gift
from local citizens who are interested in preserving historical materials in a place where the materials
can be safely kept and used Other impdrtant lotal materials have been located and microfilmed.or indeXed:
The'Library, therefore, has information about supplementary materialsthat are not in the collection. t

Other spetial collections include paperback books for recreational reading, corporation deports, andcurrent college catalogs.
.

.,
,

Fadulty Publications-Collection. A collection of'all the publicationS tifICalifornia State College, Stani-,
slaus faculty members is maintained in the Library. Every faculty member is urged to deposit one copy of
each of their published writings irrthe Library. The Library will photocopy short articles when no othercopies are available: Even if no copies are availablepiplease send the bibliographic information aboutthe publications.

'

r
.

On July 1, 1975, thepbrary.eollection contained the following materials,

A. Books

General
Childien's
Microfilm
Microcards

141,922
2,230
1,512

4,993

B. Periodicals ,

Bound Volumes. 6,201
Microfilm . 11,639'
_Microcal-ds 1,741
Subscriptions. 1,300\

N

C. Newspapers
R6els of Microfilm 3,999
Subscriptions ' 25

D. Curriculum Materials
Courses of Study': etc. 4,864
State Texts 1,709
Publishers' Exhibit 744
Microfilm 815

Plus uncounted govegnment documents, paperbackS, corporation reports, current college catalogs, anti several
sets' of microforms such as.ERIC (Over 100,000 volumes), HRAF (over 5,000 volumes), LIBRARY OF AMEluGAN
CIVILIZATION (12,474 volumes); and CATALOG OF SELECTED DOCUMENTS IN PSYCHOLOGY (985'volumes). :

t: ,

CARD CATALOG'

Theindex to the library collection is the card catalog. It contains entries arranged in one alphabetical
order, word-by-wordp'for the following items:

1. Authors of all GOoks in,Lhe litkrary and those on order.
separate catalog.

2. Titles of serials, periodicalsi, documents series, and some books.

Children's books are listed in a

Lr:

3.' Subjects 9. most bodts, pamphlet files, some documents series, and some Curriculum Libr,.ary files.
,

. N

Detailed lii1afhdtdings of periodicals, serials, documents and curriculum materials may be fodnd in tubfiles. Refer e,to these files is made in the, card catalog by use of the phrase "For more information
e
ask a librarian" stamped on the appropriate cards.

0
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REFERENCE SERVIcE AND LIBRARY INSTRUCTION

Reference Service. A professional librarian is on duty luring most library hours i to answer reference
questions and to assist in the use of the library. Durffig the remaining hours'a librarian ,is available
by telephone to.answer questions and to come inte'the library if necessary. When the library is closed
emergency reference service.is available by calling 634-9473 or 632-0+63. 4 7

t
.

.

. .nibrary Instraction. Librarians are'avaijable to lecture to classes on the use of the Libra y, on speCial
suNects and forms of library materials, and oil,bibliographies and reference books of subject fields.

., Requests for fdi-inal instruction of this type staild be made by the regular .classroom instruct° to the
Head of Public Services (Mr. Parker). There is also a regularly offered course (MDIS-2000)' on general "
library instruction. HI5T 2900 and PSCI 2900 are also-available for history and political scierice 4.56rT %

to develop skills in the use of the library.
-, -

1
. 4 .

.

Master's Thesis Bibliographies. Reference librarians will assist graduate students in the form of
citations in footnotes and bibliographies as well as in the search fbr information about their thesis
topics.

4,
4

s
.

Bibliography Preparation. ReferenCe librarians,will, when reve'sted, assist instructors ,iri the preparation
of bibliogra hies for distribution to classes." Regardless Of Arbo'prepares these bibliographies, they
should he 0 eked agiiingt the library holdings to make sure, tharthe Library has all'of the titles listed.
A copy of.a 1 class bibliographies and, reading lists should be sent to the Head of Public Services to,aid
the reference librarians in their services to students.

'*4 .

1 .

Faculty Interest File. A file which lists faculty interests is maintained in theilibrary for the Purpose
of providing faculty members with the library materials needed for their research or teaching. Each
faculty member, is requested.

L
to tify the Library Director of his special interests. One of the Librarians

be assigned to assist the culty member in obtaining research materials and informing him of new
public tionsin the fields of his special interests.

Microf rm Readers. A large colle ion of microfilm and microcards and the readers for them are available
for us' in the Library, and some x aders are available for short-term loan. Photocopies of microfilm may -
he mad fora fee of 5 cents per sheet.

Photocopies. Photocopies Of books.or other library materials may be made for a fee of 5 cents per sheet.
Inquire at Circulation Desk.

.AUDIO-VISUAL MATERIALS

tN"

Films. and Filmstrips. The Audio-Visual Center, which is not, related to phe Library, has a tollection Of16 Mm films. It also obtains many other films by borrowing or renting ,from off-campus sources. The film- -
trip colletkion contains over 450 titles. / A catalog of these films.is available in the Audio-Visual

Center.

.

Special Audio-Visual Collections. Because of the decentralization of all audiO-visual materials other
' than films and filmstrips, a number of special. collections have developed in the instructional departments.

The ,Fine Art Department ias a collection of slides, statuary and prints. Phone-record collections arc held
by the Music, Communications Arts and Scienc9), English, and History Department. The History Department
also Ilas a collection of maps and charts. Persons interested in these materials should consult the appro-

.

priate department chairman..

RULES AND REGULATIONS.FQR FACULTY

1. The faculty may borrow library materials that are needed for 'instructional purposes, for the academic
year. With this privilege, however; goes a duty to return any of the materials promptly when requested

iby the library. These materials should not be kept longer-than needed. N

. % 4
2. Faculty wives and other members of the family may borrow library materials until the end of the term

unless someone else requests. them. These persbns should request permission toboriow materials and
fill out a borrower's card.

3. Fines will not he charged to faculty members oE,their wives, though they may be requested to replace
lost or damaged materials at'cost to th6 ljb7.11.y.

4. Current issues,of periodicals used for display, bound volumes of periodicals, reference books, maps,
-college catalogs, local history materials, microfilms, reserve library materials, and a few other
materials that'are for overnight use should be returned by 9 a.m. of the following week day, unless
otherarrangements6haye been made.
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5.. Current issues of period cals maybe automatically routed to faculty members who request them. Request

Reques'ts should be limi d, however, to specialized journals that a faculty member needs to keep
abreast of his field, eneral and popular periodicals, such as Time, Harpers, and Atlantic Monthly,
should not be requeste , btcause they will be displayed in the library overnight
use only. Some speci iipd,periodicals will be tlispliayed; but they may be routed to faculty members'
'before being placed o display. Renewals of these periodicals should not be requested until after the.
display period. \
The loan period io peri3Otcals that are*routed.to faculty members is two weeks from the Friday follow-

.

ing the date of th loan. -Overdue notices will be sent. If the periodicals are'not returned or
renewed within 48 hours after the second overdue notice has been sent, the routing service to that
faculty member w y be discontinued.

Faculty members may route periodicals to their colleagues, but the person charged With the periodical
responsible for it;"'return at the end' of the two reek loan period. During the summer, the routing

servite will ly be continued for faculty members who request that it be continued. If a faculty
member is ih rested in this service he may submit to the Head of Public Services a list of the peri-
odical title he would.like to haVe routed. to his office.

- RULES AND.REGULATIONS'FOR STUDENTS AND NON-FACULTY

1, The College Library-is open to any scholar who is interested in usingthe library for the purpose of
doing research at the college -level. Borrowing privileges may .e granted to soh persons at the dis-
cretion of any librarian.

-s.-

...

Borrowing privileges dre available to students enrolled in the. Extension Division and to supervisingr enson sup
. .teachers.

.

.*
olit

High school students, other than faculty children; may use the library o y if they are enrolled in
thercollege, or present a comPleted'Interlibrary, Ceurtesy Form, or have special:permisSion from any
librarian.

Most library materials-May be borrowed from the library for the entire term. Exceptions are local .

istory materials, reserve fl.brary materials, reference hooks, Maps, college catalogs', microfilms,
riodicals on display, bound volumes of periodicals,and a few other materials'that are designated 4

fo vernight use or t5 se in-the library. Students must show their student activity cards and employees V
must identify themselves when borrowing materials. Ali bQrrowers are encouraged to return materials
as soon as they are finished with them.

3. Fines will be charged for library materials which are,ndt returned at the timethey are due.
'following rates are established for all California State University and Colleges:

Term loans, 15 cents per day
Two-hour and Overkight loans 25 cents per hour
One, Two, Three day; and One week loans, and Recalls . . . 25 cents per->day4

4. Overdue notices will be sent following the close of each term. If, the material is not returned after
twp weeks, a second notice will be sent. A third notice, which will be sent two weeks later, will be
a notice. to replace the book and will be sent to the Business Office for collection. Overdue notices
for reserve and overnight materials are sent out immediately. Grades and transcripts will be withheld
and registration denied until the library record is cleared.

5. Lost or damaged library materials must be'either replaced or paid for. A fee of $5.85 in addition to
the cost will be charged, to reimburse the library for the cost of replacement.

6. The iibrary may recall circulating materials at any time. Materials which are in circulation and are
requested by a student are subct to recall after two weeks use: Items not returned within three days
afterbeinerecalled will consitlered overdue.

7. Library users must show all books and other printed materials, in their possession, at the CirculatiOn
Desk when they leave the library. This includes showing materials in brief cases, binders, etc.

TICRESSRVE LIBRARY

of'-'3Types of aterials on Reserve. Materials placed on reserve should be kept tOha mkiimum. Please insure
that the twill be used by making definite assignments in them. Reserve materials should not be placed on
reserveyuntil they are ready to.Vbe used because the reserve status limits their use.

*Sege page Kll for more information on "Reserve Library.."
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OTHER LIBRARY RESOURCES

I .,

Interlibrary Loan. The purpose of interlibrary FOan is to make available for researri and serious study
materials which are not.a part of our collection. This service. is available to-all; tudents, and every -*
effort will be made to obtain the materials for them.

i

i

The Iiibrary is regUlated and governed in the operation of this service by the "A.L.A. Interlibrary Loan
Code", and "The California State Library Interlibrary Loan Procedtire Manual". .The s rvice!that other
libraries extend to us is provided as a courtesy, and not a duty. We mot abide by' heir rules and show
our appreciatiOn by taking special care of the materials, and rettirninethempromptly when they are due.
Borrowing on interlibrary loan of- current fiction; books for a trivial purpose; booksin Mint which can
readily be purkhased and for which there is a natural,demand in our library;-and materials for general

,
circulation or for /reserve book use is prohibited.

.

Tomas for requesting materials on interlibrary loan may be obtained in the Library.

Central Association of Libraries. The books and journals held by more than twenty other libraries in the
StanislausSan Joaquin County region e now available to the users of Cal-State, Stanislaus Librabl.
We can request the loan of any book or 'ssue of any journal that is held by the other4ibraries and receive

o it within a two -day period even Lf it is bound or on microfilm. This cooperative arrangement triples the
number of titles that are available to air users and greatly increases the depth of theqloldings4for the
titles that we have. The libraries of the university of the Pacific, StocktonSan Joaquin Public Library,
and several medical libraries are among those_participating.

.

c,

Libraries of the California State University and
.

Colleges. Materials may also be bornwed fro m libraries
of the Cal [Tornia State University and Colleges on interlibrary loan. A Union List of Periodicals and a
Union List of Newspapers on Microforms for these libraries is available*.at the Circulation desk to fackli-
tate the borrowing of Journals. -

Or.

/
/University'of CalifOrnia Libraries.. Resources of the Univetsity of California Libraries are available to

all faculty members of all institutions of higher education in California accredited by the Western College. ,Nssociation. Provision is made for three kinds of use:
. .

. . . ,

1. Reference privileges are available to all faculty members of such accredited institutions at all
University of CaliforwaLa campUs libraries.

*

2. Interlibrary loan privileges are available to all faculty members of accredited institutions
through their`own libraries from tI University of California libraries, subject to the rules of
the lending library.

3. Borrowing'privileges without fees are available to all faculty members, except student-faculty
'members, of all accredited institutions of higher education in California at all University of
California libraries. Each fauclty member may obtain a library card directly from the library he
propoSes to use upon presentation of a letter of identification from the head of his institution
or an officer designated by the latter. The privileges consist of in-person withdrawal of mate-
rial for ,personal use, for the regular loan periods of that library (e.g., usually two or three
weeks for books from the general colfecVion; shorter periods or in-library use for reserve and
reference materials) and access to the main book stack. The borrower is subject to that library's.
standard overdue fines and replacement charges, , - I

. .

Stanislaus County Law Library. The Stdnislaus County Law Library contains a number of library materials
which supplement our collection. The materials are available to students and faculty for use in th"6\- 14

library. The library is located'ih the County Office Building and is open from 8 a.m.
.
to 5 p.m., MOndity

z
Ahrough Friday.

.

..t., ,

. .

'...

-,The materials in the library which are of particular interest fall into two categories, as follpws:

a. Supreme Court Reports - California

b. Legal peri dicals, e.g. Harvard Law Review, Stanford Law Review, .Southern California Law Review,
etc. There is also a complete set of the Index of Legal Periodicals.

Turlock Public Library. eat al 'reading materials and children's books are available to CSCS faculty
members and st nts at Turloc ublic Libra%y. Many items that are not available in the local library
will be orderedlPfpom the Stanislaus County Library or the 49-99Cooperative Library System.
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Stanislaus County Department Of Education Library. The professional library of the Stanislaus Cdunty
Department of Education is available'to all teachers and student teachers. It contains several thousand
books; pamphlets, and other materials for teachers. Over 100 professional journals are recieved.regularly
by the library. Most of the materials can be checked out for a period of four weeks. ,The library is
located at County Center 03, 2115Sceni Drive in Modesto.

Stanislaus County Medical Library. CSCS students and faculty_may use the Stanislaus Conty'Medical Library'
at Scenic General Hospital, 830 Scenic D 've, Modesto CA 9535D. The collection is very useful, in the
medical aspects of speech.pathology, phys ology, and psychology. Its services include reference help and
the use of the MEDLARS network to obtain m terials that ure not in the collection. The Library is open"
from 8 a.m. to 5 p.m. on weekdays. Persons\wishing to use the Library should telephone 576-5250 before
going there.

LIBRARY ACQUISITION POLICY (General Faculty Resolution 5/3/62; Approved by President 5/962)

It shall he thepolicy of the California State College, StanISlaUs Library to acquire the library materials
that arc needed to accomplish the following:

11. Give effective htrength and support to ,the educational program of the college.
%

a. To meet the full. curricular needs of the undergraduate student, and
h. To provide properly for the demands of the graduate students in each field in which the

insti.tution offers the Master's Degroe.

. Give, effective and authoritative reference service.

3. Keep theembers of the faculty abreast of the latest advances'in moder
assist them in their professional growth.

1. Represent the heritage of civilization in standard works of literature.

S. Arouse the intellectual curiosity of othe students.

scholarship, and to

6. Provide for the general' reading interests of the students and faculty, and satisfy their recrea-
tional reading needs,-in so far as thisedoes not duplicate materialA readily available in local
libraries.

Further, it shall be the policy to
1

1. Limit the number'of copies o4ativen .title to one, unless a sound justification for additions
copies is presented and appr ed by both the instructional department and the Library Director

2. Permit the Orchase of duplicate copies of certain reference books and other library materials
for use in faculty offices aria laboratories subject to the following-conditions.

a. The.library copy should he used whenev r possible instead of purchasing a duplicate.

h. The reAuest'should be justified to the satisfaction of the Library Director, or failing that,
to the satisfaction of the Instructional Servicqs Committee.

Office Copies. Office copies of book's maybe purchased with departmentarfunds. The orders are placed
and the hooks are processed by the Library. They are then charged to a faculty member on indefinite loan.
Unles specifically requested otherwise, the books will be subject to recall. An inventory notice will be
sent in the Spring Semester of the year fix all hooks charged to a faculty member.

LIBRARY BUDGET 1975 -76

1. Books - $120,000. Library book .funds are sill Gated to disciplines according to the proCedure estab-
lished by the General. Faculty in Resolution 31, 1961462 as amended December 6, 1966 (See page K9.)
Book order requests should he made according to the procedure on pAge K10 of this manual. 40°'

2. 'Microfilm, Uicroprint, and Backfiles of Periodicals - $10,000. The limited space and limited budget
reqtkire that microform materials he used whenever possible. It is our policy to acquire and maintain
hack issues of most periodicals in this form. Requests to purchase these issues of most periodisall

' in this form. Rhquests to purchIse_these materials should be made to the Bibliographer.

3. Periodical Subscriptions and Memberships - $54,000. About 2,400 periodicals are now received regularly.
A list of these is available in the Library. Requests for new subscriptions will be accepted according
'to the procedure on page KIl of this manual.
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4. Curriculum Materials. The Curricultim Library consists of courses' of study, curriculum guides, school
textbooks', and printed teaching aids. Requests to buy such materials should be made to the Biblio-
grapher.

d

S. Pamphlets and other materials. There is no specified. -amoUtit in the budget for Talphlets, maps, etc.,
but requests to purchase these materials should be made to the-Bibliographer.

ALLOCATION OF FUNDS FOR LIBRARY PURCHASES (Approved.by the Faculty Senate and the President, December
6, 1966).

.

Re-olved that the following procedure shall' govern the allocation of funds for library purchases of books,
periodicals,_pamphlet5, etc. ,

.

_

,..- L
I. The Library Director shall find total of all budgeted funds for the purchase of library" materials less

the amount required to continue periodical subscriptions*.
.

4

2. 33 1/3
s
per cent of the total shall be allocated to the library staff for general library purchases.

3. The'remaining.66 2/3 per cent shall be allocated to the departments on the following basis:

. a. Each department shall submit to the Library Director.a statement on the amount of money that.the
department will nedb for library materials for the year including a justification based on the'

10
library acquisition poicy for the department. Justifications shall consist of statements relating
to the bibliographies that were used, the library holdings, the number of new titles being pUblish-
ed, the cost of requested items, thdouse of the materials that is expected. The library staff will
assist the faculty in the preparation of these juglifications. Justifications shall be elated to
authorized courses and groups of courses- Requests shall Begr6upp1 in the following priorities:

,41

/ (11 Materials for new courses authorized for the.approaching academic year. These shall consist
primarily of standthl works, monographs reflecting the best recent work in the field, origi-
nal documents, and important periodicals.

(2) Materials for courses demonstrably weak in supporting materials. v.

)

(3) Long range programs, including levelopment of research strength in specific areas, which have
been endorsed by the Education Policies Committee and approved by the ,President.

(4) Other purchases.
41

The statement should include specific items as follows:

'(1) 10{looks No. of Volumes

(2) Subscriptions List'of New Titles

(3) Back Files of Periodicals List of Titles & Years

Estimated Cost

EstiMated Cost

Estimated Cos

(4) Others Descriilion Estimated Cost

h. The Library Director shall prepare a list of recurring expenditure ttems by departmerit with the
following information:

(1) Book Fund

(2) Non -hook Items

EstimatedGosi

Estimated Cost

\,4

c. The Library Director shall_add twat drtmental statements to the total of the amounts needed for
recurring expenditures, except for:.t6ntinuing periodical subscriptions. r

d. If the grand total is below the total amount to be allocated, the remainder shall be reserved for
expenditures by departments. Justification should be given for purchases from this remaining
amount.

e. If the grand total exceeds the amount to he allocated, the Library,,Director will review the Apart-
mental statements and recurring expenses in meetings with the department members in efforts to
reduce the amount needed.

f. The final allocation bcOmpproved by the Instructional Services Committee.

*The amount required. to continue periodical subscriptions shall be set aside and not atlocated. NQW peri-
odical requests shall be charged to the department allocations for the first three years, after which time
the subscription will be maintained by this general periodical fund.
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ALLOCATION OF FUNDS FOR PURCHASING LIBRARY BOOKS 1975-76

The allocation for 1975-76 can be obtained from the library coordinator or the chairman of each department.

Deadlines. In order to insure that all of the budget is spent by the end of the fiscal year the following,

deadlines for discipline requests are established.

.

January49: 1976 50 Percent 6f,the allocated funds must be pent by each discipline.
. .

April 9, 1976 - 100 percentoef the allocated funds must'be spent by each discipline.

Reports will be issued peripdicarly.to the Department Library C8ordintitor. No personal accounting will
appear on the report as the Library does not keep such records. Check with the Department Library Coordin-
ator or the Department. Secretary for that information.

After thp deadlines, unexpended a- tlocated funds:willrevert to the} General Fund to be 'spent for general
Yibrary 'purchases..

BOOK 0125ER REQUESTS,

General Instructions

1. Obtain forms in tge library.
2. Fill in and sign the forms. Have department secretary type them, if practicable:
3. Check"requests against the card catalog, by author. We may already hcmthe book.
4. Submit reque,sts to the Department Library Coordinator.w to the *Biblidgrapher (Santos).

Completing the Form

, 1. Show on forms the following items,'if known:

s

a. Author (last name first)
b. Title
c. Publisher
d. Date of publication
e. Series
f. Price
g. Edition (i.e., 2nd revised, croth bound, etc.) 4
h. Number of volumeSk(if a set)
i. Number of copies that you wish to order. If more than one copy is ordered, write justifica-

tion on back of card.
j. Name of person requesting.
k. Source of information on title (may be put on back). If this order is from a blurb or a

dealer's catalog, send it along with the card.
1. Priority of the item. Circle "one" if needed to support classes being taught this year.

Circle "two" if the item would be useful but not essential. Circle "three" if the item will
be neededeventually (long range planning).

SEE SAMPLE BELOW

BLURB

BIP

BBIP

re

PBIP

OR

PC

CBI

MANS

LC

SER.R

'IDC

CC

DO NOT WRITPIN THIS SPACE

minim ,Myrdal, Gunnar
(Lest name first)

TITLE.
Rich lands and poor

PUBLUMER2 PublicationHarper
Year'

Witione 2(.1 No. of Vol', 1958

s4stisst American Civilization No. 7, 4

MM. BY. ct.) / 2: ma 3:00

PRIORITY

(Circle one number)

I U III

1.17
7)DO NOT WRITE ,IN THIS SPACE

KiG

TSD -1 (T.,.72)
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Standing Orders. If the book is, part of a set or series, indicate on the card if o wish us to4lace astanding ( ,order for future volumes and/or ari'order for back volumes.
4

4
.Rush Orders. ,Books will be "rush" ordered and processed only in unusbal, circumstances.. Therpfbie

I
it is

advisable to -request a book well in.advance of the anticipated need for it.
.

-Out-Tj-Print Orders. Because of the dethand for books fisted in sales catal,ogs, the library makes 4 special
,:ffort to order such books promptly, and it is recommended that faculty members bi'ing.or send stkch catalogs
L,. the library along with a bo uest card flor each item desired.

,,
v,If the book is out of print or..unob :finable for some other reason, the faculty member is notifigd. At hisrequest, the library will try to.obta the title in thp out-of-print market! qinceithiS is a.kostlyirocedurc, it should be used only when the book.'s essential for the library's!plleCtion. Sale prices'

whali are substantially more than the origihal p rchase price are always referred to Xhe'faculik member
befole orllerivil. .

. .

r
,' .

'.'. '
_

:

PLRIODICAL OMR 'III !l-STS1,
4.

. - ). ? i
, 0

lti . : . '.'1. Reque'.1.4 tor new periodicals mast receive the approval of the discipline before subAissIon to jar
,lihriry'. . 1r .

. I. A

several.
Requi.sts should show title, address, and price, also priority. They/ library slibrary has everal,guides to peri-
,,dical,,(such as Ulrich's Periodical Directory, which contain bibliographical information for most.periodicals.

'I-
,. "submit requests to the Billfiographer,(Santos)

1. The requests will he reviewed in terms of:

111e budget
h. The library's acytisition policy
c. Inclusion of the.p. iodic,l in standard indexes in the library
d. Probable use by stu is iind/or faculty
e. -Holdings of local lihr 'ies

5. Suggestidhs for dropping a subscription must he approved by the appropriate disciplide before submis-sion to the library. The suggestions will he reviewed ith all interested parties- beVre deciding
to drop a subscription.

t.

NBRARY PUBLICATIONS

Additional information about the library and its services may be obtained from the followihg library
publications:

Library Statistics (annual; issued in July) A statistical statement with analysis by form of library
materials, including activities of4the year.

Alphabetical list of periodicals, newspapers, indexes and abstracts (annual; issued in September) A generalsummary of library holdings of these materials, ncluding available indexing.

Subject list of periodicals, newspapers, xes add abstracts (annual (issued in September) lirranged by
subjects, this serves as an index to the Alphabetical List.

"(continuation of "Reserve Library" frem p. K6):
Loan Periods. Loan periods nay he changed at the discretion of the instructor on a librarian to meet theneeds of the students. Reserve materials fall into the following categories: 1) Class-meeting- to-class-meeting loan period provides that materials may be checked out any hour during the Uay and returned beforethe next class session; 2) One week; 3) Restricted reserve: materials may be used in the library fortwo hours during the day, may circulate overnight at 4 p.m. or 8 p.m. and are due at 9 a.m.- the followingweek day; 4) Library use only.

Placing Materials on Reserve. T8 place materials on reserve: r) obtain Reserve BobMorm from library;2) fill in appropriate information on the form; 3) submit form to library at, least'24 hours BEFORbmakingthe assignment to the students.

Taking Materials off Reserve. When instructors wish to take materials off reserve prior to the date sched-uled on the Reserve Book form, they must notify the library so tilt the library records may be cleared.
This applies even when the instructor's personal are concened.

E3
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I. Rurpbse '

ToiiroVide as an operatitlg
of the Trustees, California
and the Trustees of Stanisl

Policies

It

OPERATING POLICIES

STANISLAU§ STATE COLLEGE FOUNDATION

the basic policies of the Foundation in conformance with regulations
eUniversity and Colleges; Title V, California AdminisTrative Code;
ate College Foundation.

A. Thd purpose and organiza
and Bylaws., 'Essentially;
of those College program
food service, and fiscal a
policies of the -CSUC Truste
Regulations in these areas
of report to the SSC Founds
Foundation Board is-the po
roject overhead and inter

B.' Fi cal

of this Foundation may be found in the Articles of Incorporation.
Foundation .is established to assist and supervise the operation
er its jurisdictioam Auxiliary operations such as the bookstore,
sties of the assoeTated students are closely regulated by specific
The basic 'responsibility for carrying out the System,Trustee

mieSted in the College andrthese matters largely become matters
n Board. They principal managerial responsibility of the SSC
control and supervision of funds derived from gift's, grants,

which may be used for discretiona'r'y purpOses.

1_
1. The Foundation shall-4 i!OPerated to assure fiscal integrity and viability.

P IP

2. Accounting will confo To the uniform system prescribed by the Chancellor's Office.
f,

.
,

. 3. The Foundation shallOe audited annually by a CPA firm-selected by the Foundation Trustees.
Audit may also be made` at any time by Department of Finance or auditors under the direction.
of CSVC Trustees. t

,.

24 %

4. An audited staiementriOf operations and financial condiiion shall be publishe&annually.
This publication shall take place within 30 days,after commencement of the fall term.
Other reports requir'ed are: ' ,

a. Annual Report o Gifts, Donations, and Bequests (April)
b. Annual ChancelloT's Fiscal Report (September)
c. Annual Chatitablle Trust Report (November)

5. Funds may be solicited and accepted from the general public or other agencies for specified
purposes or for the lgeneral fund, assuming, of course, that appropriate System and College
regulations are not violated. Expenditures from generat\funds must be made in conformance
with policies and appropriate approvals established by the Foundation Trustees.

V .

Expenditures from general funds not'exceeding $2,000 in t4al may be authorized by the
President of the COtlege,or Executive Committee with an.apOropriate report to the Trustees
at their next meeting. Such expenditures will be in conformance with all existing College
and Foundation Poli4ds and will typically be for such uses as:

a: Public Relatien0i
b. Emergency Grant$ or Loans to Students
c. Academic ProdkaM Needs for which funds are not otherwise available.
d. Travel needs not provided by the State.

6.

C. Grant Administration

.
1. Funds developed from grants, special projects and academic courses may be accepted by the

Treasurer of the Foundation after approval by the other appropriate administrative offi-
cials df the College.

2.' Administrative or overhead charges for grants and sponsored projects will be in accordance
with the terms of the grant. Every effort will be made to recover full tosts as determined
by the audited overhead rate established by Federal authorities; exceptions to full overhead
rates require approval by the President of, the College or the Foundation Treasurer as a
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normal routine. The Trustees shbuld understand. that most granting agencies will not pay full
overhead rate and, in fact, frequently request an institutional contribution as a means of
assuring that the purpOse of the grant is in conformance with the objectives and program'dir-
ectionsections of t e College. .

.
.,

,

3. Overhead charg s may be assessed on locally funded projects, normally at a rate not leSs than
the audited rate foi the Foundation.

4. Employees paid from grant or project funds shall be compensated in accordance with carent
CSUC practices and procedures. Personnel classifications and salaties shall conform with .

those established for regular Co4akege employees.

5. Th% Treasurer of the Foundation shall be responsible for the fiscal accounting of all grants
or funded projects administered through the Foundation in accordance Kith College policy and
the approved contractual and operating constraints: O-

.
0

U. Travel

1. ReimburSement for travel expense 4ha11 be in accordance with the rates and othet provisions
established by the State Board of. Control for State employees. Where .the terms of the grant
or project specify a rate of reimbursement less. than. that allowed by the State,'the lesser
rate shall apply.

)

2. Travel paid from grant or pr9ject funds'requires the regular authorizations of the College
Including both policy andfiscal approvals. Use of Foundation vehicles is subject to the
same safety regulations as those for'State vehicles apd.is restricted to such usage as
approved by )he College. Typically, this will involve the execution of grant and contract
obligations by Foundation employees and other official busine
of the'College. 1 -

proved by the President

A,
3. Claims for reimbursement involving two or more projects shall contain a statement to the

effect that duplkate Paymentvis not beilg requested or has not been received from other
projects. PropePidistrflbution shall be nade of travel expenses involving two or mote pro-.
jects. - 4 /

. ,.

1
E. Capital Outlay Programs 4

1. Capital outlay contract management is the geheral responsibility of the CSCS administration.
The respons.ibility for fiscal management is vested in the Treasurer of the Stanislaus State

ss .College Foundation.

2. Architectural plans, specifications, and a financial plan for all capital outlay projects
shall be submitted to the Chancel s .fice for approval.

3. The project, site and location shall be in accord with the approved campus master plan and
shall have the approval of the Board of Trustees, California State University and Colleges.

4 Design of major projects shall,be, accomplished by an architect or engineer approved by" tke
Chancellor's Officb.

5. Projects shall be publicly advertised land bi,ds requested according to the following criteria:

a. $15,000 and above.- State-wide advertising
b. $5,000 - $15,.000 - local advertising
c. Under $5,000 - informal bids

6. Contracts Shall be awarded to the lowest responsible bidder.

7. Contractors must be licensed and moist provide inwrance and bond.

8. keviewof contracts by a loCaloattorney will be at the discretion of the P4ondation TruStees.
)

9. No contracts shall be entered into which require advance payment for personal ,serviceS.

10. Contracts for management services of bookstore operations and food service operations shall
be submitted to the Chancellor's Office for approval.

11. Contracts shall include a save harmless clause which encompasses the Trustees, California
State Colleges; the State of California; the Trustees, Stanislaus State College Foundation;
and their officers and eMployees.
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Admission - Hardship
Admission to- classes
Admissions
AdvanCed PlaCementk
AdvisementIClearance
Advising:

Academic
Guidelines

Advisory Beard
Allocati9n of Library Funds
Alteration of .classrooms
'Alteration of Offices

A( AppOintment %

Attendance:
Faculty
Students

Attendance Records
Audio Visual Center
Audio Visual Equipment

.

. Services
Audio Visual Loan Zrocedures
Audio Visual Materials
Audio Visual Services
Audit Enrollments
Automatic Data Processing

Bibliography Preparation
Board of Trustees '-
BoOY Order Request's
Borrowing Privileges
Budget- - Library

BussinessManager
Business Office
Bylaws of the Faculty

26

81

9, 22
K8

27

J2
29

29

27

8, 29

.29

2g,

27, ft

. 5

K9
32

32

11

21

26, 28
22

31

. 31

31

31

31

J2.%
30

K5

2

30,K10
30, KS

K8

5, 6, 8, 22
25, 31

C7

12

California state University
'and Colleges

Campus Parking
Campus Planning

Committee
Card Catalog -'
Cars'
Chancellor

to
-

Change ofMajor
Change of Prograth Requests
Change of Registration
Cheating A

Class Attendance

.

1"

.33.

Class Lists
Class Schedule
Class Size- Extensipn
Classroom Assignment-
Clerk of the Faculty 4, C3, C4,Mr
Collpction of Money . 22

M1.°
"K4
32

, 19
29

29

29

28

28
27

7, 27

'22

College Advisory Board
College Facilities
aollege Master; Planning
College Rerationa

Commencement
Committee Composition
Committee Meetings C8

5

350.34.'

23'
8

22"

C8, M1

Committees
Communication'.
Catmunist'Organitations.
Compensation Re ular
Compensation Ext64tion 11, J2

SummerSession 11, 12
Computer Cqpter 30
Constitution of the

General Laculty
Continuing Education
Council of Academic Deansi
Council of State t:Inivprsitx, .

and' College Presidents 2

Counseling;
Academic -

'Personal 9

Cour,,s Letters. and Nuillbers

with Course..Titles-- Extens on J3
Course Syllabus and Teactchli.
MaterialsExtension -n11.t.,J3

'CreditExtensi,on J3.
,

Credit by Examination ' 28-
. .

CS, C:7, MI

'2,

F,2

12

Cl

8

5

27, Il

Curticulum Development: 23

Department '

Educational Policies
Committee 25, MI

V



, 409
Curriculum Development

Faculty Senate
Initiation
President

,

School Dean

cont.)

23

'23

23
23

Vice President for
Academic Affairs 23

Dean for- Administra-

tion 5; 6, 9,
Death Benefits
Delegation Of Authority

and RespOnsibility A2,
Dethotion - F2,
Department Chairman 5,.7,

23,
Duties

Departmental ReqUiremeni
Petitions

Departmental RPT Committ
Departments
Difference in Pay Leave
Disciplinary Action
Dishonesty,
Dismissal
DisMissal of Classes
Disqualification
Dropping a Course
Drug AddiCtIon
Drunkene§s
Duplicate Copies - Library

ee.

Extensiory
Load

4,Solary 12,

staff
Standards of Instruction

Extension Courses
Extension Instructor's

Handbook
Extracurricular Service

Ml Obligatipn.
14

C2
F3

21.

29

7

6

16

E16, 3
F2,

F2, FN
H1

29

27

.F2

Kg"

6EOP
Education Library, Stanis-,
Taus County, Dept. of

Educational Policies
4 Committee 4, 9, Ml
Educational Policies 0;

and Procedures
Eligibility. Requirements

for RPT
Emergenci.es

Health Services
Student

Emplbyment
Extension
of Close Relatives

fOutside
Part-time
Summer

Equipment_ \.

Ethnic Studies
Excess Units
Executive Dean

K8

C2

D2, D3

9

9, 22

"91
if
11

13

12

11

11

32

6

29

5, 6, 8, 23'

10 II

s

x.18, Jl

26

26, J2
26, J4

26

J2

Ji

21

Facilities . 36

Facility Planning Maintenance t2
Facility-Reservation _ 9, 22
Faculty Affairs Com. 4, C8, M1
Faculty.Awards Cam. 4,- C9, M1
Faculty. Bylaws 4,F
Faculty Diwissal F2

Administrative Code F3
Eftcation Code . F2

Faculty Grievances .E1, F3
Faculty Interest File K5
Faculty Meetings 4, C5, D7
Faculty Obligation to

Meet classes
Faeulty Publication Collection

.

Faculty Senate 4, 23,' C4,

Faculty Senate Agenda Com.
FacultySenate Meetings 4,

'Faculty Senate Membership C3,
OvanizatiOn

. powers
EleCted Voting Members C4,
Officers C4,

Faculty Senate Proxies
Faculty Senate Rules
Faculty-Staffing Workload

Chart
Faculty Women's Club
Failure to Perfor Duties
Family Death Leave
Felony ,

Field'Trips
Film Rental

'

Films. and FilMsttips
Final Examinations
Financial kids

H1
K4

M1

C4

C7
M1

C4
C4

M1

M1

C5

/.C5

G2
21

F.2

15

F2

22, J4
31

31

.31, K5
27

9

K6

11

Ml

F2

Fines- .7- Library. K5,

Fingerprinting
Foundation % A, Ll,
Fraud
Funds, Allocation of Library -

123

15)
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a

Ale

Genervi EduCation Exceptions 29

General Faculty 4, C2
General Faullty-Com. 4; C51 MI
General Factilty Meetings 4, Ck, C7

a General Faculty Membership- -C3,'Ml
General Taculty,Officers' -12S, M1

Duties
.. Term of Office,

EleCtion
Governarice(of4.the College
Government Ddtuments
Grades:

Change
Credit/No Credit.
Improvement
Incomplete
Reportirig.

Standards,

Grading - Extension
Grade Reports
Graduation Requirements
Grievance PYocedures
).Faculty:

Student

\. C3
C3
C3
2

K4

LeaveS'{cont.Y:
Sabbatical
Sick

..Without Pay
Leave of Absence - Student
Librarians,,Faculty_tatus
Library, Collection -30, K4
Library Director 5, 8, K3
Library (General) 30, K3'

Lbrary Hows . 30, K3
rary Instruction- , K5
rary Manual for. Faculty.

29 Members Ki
27 -:'Library Privileges - Extension J5
28 Library Publications Kll
28 tibrary Staff

1......,: K3
21., 27 Loss of Keys 33

27- Lost and Found
,

22
J4 Loyalty Oath 11

16

14

14

29 -

8

Ed

El, F3
22

Guideld.M.,for Advising. . 13 .

Handbook -for Academic Advisers Il

Health Insurance Plans 14'

Health Vvices P
High School Students - Library K6
History of the College 3.

Hours,'Schedulc c- Library -30, K3

Inmoral Conduct
Incompetency -

Individual Study
In-State Travel /
Institutional Studies
InstruCtibnal Services

Committee

Fg

F2

28, 29
1 32

8

410,,M1
Interlibrary Loan t 30, K7

Interview Techniques and
14Procedures

_Keys 33

Late Payment Extension J5
Law Library, Stanislaus Co. K7
Leaves:

Difference in Pay 16

,Family Death 15
Maternity 15
Military 15

Research or Creative
Activity 19

Maki

Maternity Leave
Mental Unfitness
Microform Purctiase Pol
Microform Readers
Mileage = Extension
Military'Leave
Misdemeanor

_ 33

15
" F2

icy- K8

K5

J6
15

F2

Narcotics
. Nepotism

Non-Teaching Obligations

Oath of Allegiance
Objectives:of the College
Obligation to Meet Classes
Office - Copies - Library
OffiCe Hours
Office of A2adpmic Advising
Offices
Organization of the College
Organizational Chart
Otit -of -Print Orders

Out-of-State Travel
Outside Speaker Policty

Parking 33
Pay Periods 12

Periodical Order Request 30,K11
ericidicals, NeWspapers, Indexes.

and Abstracts, list of Kll

PerAodicals, Routing K6
PerAnnel Policies 11

Personnel Policies and
Procedures y C2

F2

13
21

11

I 3

H2-
'K8

21

12

32

4

6

Kll

32

33

4

J

0



I.

Petitions

Photocopies - Library
Physical Unfitness' ,j
Placement,

-Plagiarism
Postsecondaryliducation

Commission
President 2, 5,.6?
President's Council

Procedures for Outside
Speakers

Procedures for RPT
Procedures for Special

Events

Professional Responsibilities
Professional .Societies
Program Changes
Program Planning and

Registration
Promotion
Proposal Preparation
Publications:
Campus Digest
College Catalog
StanisAus Statement

Publicity
Purposes of Extension Program

29

K5

F2

9

28

2

25

5

33, 34

33, 34
21

21

27

. , 13

13, p.1

Quorum:
aculty Senate

General Faculty

25

10

26

10

10

J2

C4

C5

Rare Books. -4 K4

Reassigtiment F2
Recruiting, Student 10

Recruitment and%Employment pf
Academic Personnel 11

Refusal to Perform Duties
Registrar. 8, 26
Registration 26
Registration of Extension

Students
Reimbursement for Travel
Repair Services
Reproduction Services
Research 2§, D2
Reserve Library 30, K6
Retention, Promotion and

Tenure Committee 4,-C7, M1
Criteria D1:-D2
Steps D2

J5
32

32

J6

Retirement
Room Assignments.

Rules an ilominations
Committee

Rules and Regulations
for Faculty - Library K5

Rules and Regulktions
for Students and Non-
Faculty - Library . K6

Rash Orddrs - Library Kll

, C8, Ml

Sabbaticd1 Leave
Applications
Bond
Eligibility
Number
ReinstateMent
Replacement

Safety

Salary Schedule 1
Schedule of Library Hours
School Deans 5, 6,7, 2
Schools.

Selection of Audio-Visual
Materials

Selective Service
Senate Committees' .

:,Senate Meetings

Separation for Lack of Funds
Sick Leave
Speaker of. the

Faculty. .

Speaker's Bureau
Special Collections'
Special EVents Com.
Special Events Policy
Special Leave for Research

or Creative Activity 19
Sponsored Projects,. 25
Staffing Chart, YacUlty G2
Standards for Credit-Extension J3
Standing Orders Kll

Stanislaus County Dept, A
Education Library K8

Stanislaus County Law Library K7
Stanislaus County Medical

Library K8
State-Owned Vehicles 32

Statewide Academic Senate
Representatives

Student Activities
Student Assistants

17

16

16

16.

16

16

16

22\

12

30, K3
3, 25, 29

7

31

9
C8

, C7

15

14

4, C4, C5, M1
10

K4

4, C9, M1
33

C3, M1
9 , C2 j,

32

Student Assistants - .ExtensionIxtension J6
Student 'Government
Student GrievanCes 22

13 Student Organization
22 Student Records 8

9

Z,

,1



IStudent Recfuitment
Student Seikices Comte 4,
Summer Sessio:

10

C9, Ml
University of California

Library
Unprofessional Conduct

K7

E2
Salary' 12, 26 Use of College Facilities 33
Staff. 26 Use of State-Owned Cars 32

Supplies
311.

S4pplies.7'Extension J6 Vacations 14
Suspension, F2, F3 Veterans

Vice President for Academic
10

Tax Sheltered Annuities 14 Affairs 5, 6, 7
Tea,ching Load 21 16, 23, 25,.29
Telephone Calls - Extension J6 Responsibilities 9

.telephone Service 33 Visual Aids Extension J7
Tenure: 13
Testing 9 Withdrawal and Refund -
Textbook Orders 22 Extension J7
Transportation J6 Withdrawal from College 27, 29
Travel Funds 32
"Travel Limitations 32
Travel Reimbursement 32
Turlock Public Library K7
Typewriter Repair 32

r-

126.
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